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CHAPTER 171 INTRODUCTION
1.0 ABOUT THIS MANUAL

This manual is effective as dtily 1,2014. The most ugio-date version of this manual is always
located on the Mississippi State Personnel Board web sh#pat/www.mspb.ms.gav As an
official product of state government, this document is in the pdbincain and may be copied or
redistributed without restriction.

1.0.1 Scope and Intent of the Manual

This manual contains the policies and rules of the Mississippi state employment service and
applies to all employees placed under the purview of the MiggisState Personnel Board by
Mississippi Code Annotated8825-9-101 et seq.,and other pertinent laws. This volume
supersedes all previous editions.

The purpose of this manual is to provide a standardized, comprehensive system of human capital
administration consistent with Mississippios
contained herein should be followed in a manner consistéht any federal statutes or
regulations which are applicable to a particular agency. If any part of this manual is inconsistent
with such federal law or regulation, the federal law takes precedence.

The policies and rules contained in this manualahdther publications of the Mississippi State
Personnel Board are in accordance with the following ppiesias listed in Mississippi Code
Annotated § 28-103:

Principle I:  Recruiing, selecting, and advaing employes shall be based on their
relaive ability, knowkdge, and skills including open consideration of qualified
applicants for initial appointent.

Principle Il: Equiteble and adequate competiga shall be provided.
Principle Ill: Employees shall be trained, as neddto ensure gh quality perfomance.

Principle IV: Employees shall be retained based on theyadey of their pdormance.
Provisions shall be made to correct inquigte perfamance and to separate employees
whose inadequate performance cannot beected.

Principle V: Fair treatment of apmants and empla@es in all aspects of personnel
administration shall be ensured without regard to race, religious creed, sex, national
origin, political affiliation, age, or disability.

Principle VI: Employees shall berée from coesion for partisan or political purposes,
and emploges shall be prohibited from using their official authority to interfere with or
to affect the result of election or nomination for office.

1.0.2 Amendments to this Manual

The Mississippi State Personnel Board may amend the policies, rules, and procedures, which
establish and matain the state human capital system as circumstances and conditions require.
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Any appointing authority, agency head, or memiiiethe Personnel Advisory Council operating
under the Mississippi State Personnel Board may recommend an amendment to policies and
rules when a provision in the state personnel system causes unnecessny lard/hen the
efficiency of the syi'em maybe improved.

1.1 MISSISSIPPI STATE PERSONNEL BOARD

The Mississippi State Personnel Board (herei
members appointed by the Governor for staggered five year terms. MSPB holds meetings at
least once a month asoprded in Mississippi Code Annotated §8-289.13. All MSPB meetings

are open to the public unless an executive session is declarad bffirmative vote of a
minimum of 3/5 of all meroers present. MSPB may make and enforce reasonable rules and
reguations for the conduct of persons attending its meetings. Minutes of all meetings are kept,
whether the meeting is open or in executive session. The minutes will show members present
and any final actions taken by MSPB, and are available to the publimgdousiness hours a
reasonable time after recess or adjournment.

MSPB, as the governing authority for the statewide human capital system as established in Title
25, Chapter 9 of Mississippi Code Annotated, has delegated much of its authtmiyMSPB

Executive Director, who may act on behalf of the Board when such action is necessary for the

ti mel vy, effective, and efficient | mpl etothent at.i
day business of MSPB is therefore carried out by the state aglsodynown as MSPB.

Following an organizational restructuring in 2009, MSPB is divided into six sectidgsncy

directors, personnel officers, personnel assistants, and members of the public requiring assistance
are urged talirect any inquiry to the MSPB staff section assigned the applicable responsibility.
Functional assignments are outlined below. If you are unsure where to direct your inquiry,
contact the MSPB switchboard at (601) 364 06 o your agenCorg s Hu
Processes Consultants.

For a complete listing of MSPB employees, gbittp://www.mspb.ms.gav

Executive Officel (601) 3592702

Agency Budge®8 Annual Report§ Executive Supporg General Administratiorg Strategic
Planning8 Discipline 8 Employee Handboolg Policy Development and Interpretatidén
Grievance$ Leave Administratior8 Federal Employment Law§ Legal Question§ Statutes
relating to Mississippi State Personnel Board Matters

Employee Appeals Bard i (601) 3592982
Appeals Filingg Appeals Schedulin§ General Appeals Information
Office of Human Capital Core Processes (601)3591406

Benchmarkss Compensation Survey§ Class Specification§ Consultative Service§ Job
Classification§ Job Description Development and Validatidh Job Reclassification§
Staffing Managemer Organizational Chart§ Transactions Processifgg Program Budge$
Salary Certificatior8 Technical Assistanc® Application Evaluatior§ Application Storage8
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Cettification of Referred Applicants to Agencie®€ Consultative Service§ Organizational
Studies8 New Hire Flexibility 8 Recruitment Flexibility§ Agency Head Flexibility§
Promotional Flexibility 8 Recruitment Announcement§ Substitution of Education and
Experience

Office of Workforce Developmenti (601) 3592757

Agency Sponsored GS8ite Training8 Career Pathing Consultative Service§ Electronic
Training Cente8 Internship Program§ Management Certification Prograr8sOrganizational
Designg Performance Revie® Professional Development CourgesSuccession Planning
Support Staff Certification Prograngs Talent Managemer§ Technical Assistancg Training
Certification 8 Training Evaluation§ Training Needs Assessmer@is Training Programs$g
Workforce Analysis

Personal Service Contract Review Board (601) 3596517

Personal Service Contract Procurement Policy DeveloprBerRersonal Service Contract
Review and Approvag Personal Service Contract Training

Office of Information Technologyi (601) 3592759

Data Managemerg Special Report§ Technical Assistanc® Information Systems
Communicationsi (601) 3591406

Outreachg Public Records RequedisMedia Relationg Website Development
Office of Administrative Servicesi (601) 3596595

MSPB Personnel Office8 MSPB Business Officd8 Performance Measureés Cost Center
Budgetingg8 Business Continuitg Grant Writing

1.2 PUBLIC RECORDS ACT REQUESTS

MSPB complies with requests for information under the Mississippi Public Records Act of 1983,
Mississippi Code AnnotatedB®5-61-1 et seq. according to the following policies:

A. Requests for information under the Misspi Public Records Act of 1983 should be
mar ked ARequest for Public Recordso and
or hand delivery to the MSPB Executive Director, Mississippi State Personnel Board,
210 East Capitol Street, Suite 800, Jackson, MS 392Qfarmsmitted by facsimile to
(601)5762741.

B. Requests should deribe in reasonable detail the records sought, dmabssible,
should irclude a dscrigtion of the type of reords, names, dates, dates of birth, social
securty numbers, job class and county, title of a puliiccg and other infanation
which may aid in locag records.

C. Upon receipt of a request, the MSPB Executive Director shall determine whether the
records sought are exempt from production under the Mississippi Public Records Act,
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and shall either produce or deny production of the records sought within seven (7)
working days of the receipt of the request. If the MSPB Executive Director is unable
to produce a public record by the seventh working day after the request is made, the
MSPB Executive Director shall provide a written explanation to the person making
the requestThe explanation shall state that the records requested will be produced
and will explain with specificity why the records cannot be produced within the
sevenday period.

The timeline for production may be extended beyond the seven (7) working days
uponmutual agreement of the parties. Unless there is mutual agreement of the parties
to extend the timeline, the MSPB Executive Director shall produce the requested
records within fourteen (14) working days from the receipt of the original request.

D. If the MSHB Executive Director determines that the records requested are exempt or
privileged under the law, he or she shall deny the request and shall send the person
making the request a statement of specific reasons for the denial. Such denials shall
be kept onife for inspection by any person for three years.

Information gained from third parties containing trade secrets or confidential
commercial or financial information will not be released until a reasonable time after
notice has been sent to the third matiunless the material is protected by a court
order.

Where possible, neeaxempt material will beseparated from exempt materehd
only the exempt material will be withheld.

E. The request for informieon should be accomp#d by sufficent funds, pagble by
cash esrclieck or money order, to defray the actual costs of Segralaviewing,
copying and, if applicable, mailing the records. Fees charged forahesewill not
exceed the actual costs, and any pagment will be refunded. Feeshall be
collected prior to comliance with the rguest. The fees charged will be acdéogdo
the folowing schedule:

Employeetime........... Salary rate plus 1percentfor fringe
Photocopies............ $0.13 perpage

Automated records search . .$90.00 setup charge, plus computer
time and paper cost (Progranimg time in excess of one hour will be
charged at $40.00 per hour)

Data acquisition . . ........ Actual cost
Other prined materials .. . . . Actual cost
Mailing................. Actual cost

The MSPB Executive Director or designee shall promptly notify the person making
the request of the estimated fees if the estimateesis the funds accompeng the
request. The above schedule of fees will apply even if the search is unproductive.
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1.3 STATEWIDE HUMAN RESOURCES INFORMATION SYSTEMS

A. The Statewide Payroll And Human Resource System (SPAHRS) is the repository of
record for agencies which fall under the purvieWMSPB. Transactions entered
through SPAHRS are considered to be initiated and approved by the head of the
submitting agency. Once entered, transactions are automatically forwarded to the
proper reviewer at MSPB famppropriate actian Transactions wbkh are invalid,
incorrect, or incomplete will be returned to the submitter without action, with notes
attached indicating items that must be corrected prior to resubmission. SPAHRS is
maintained by the Mississippi Management and Reporting System, htxeinaf
referred to as AMMRS, 0 within the Depart
more information on SPAHRS, including training and reference materials, contact the
MMRS Helpdesk at (601) 358343 or see the SPAHRS website at
http://www.mmrs.state.ms.us/statewide_applications/SPAHRS

B. NeoGov is the statewide recruitment and selection system for positions under the
purview of MSPB. Transactions entered through NeoGov are coedide be
initiated and approved by the head of the submitting agency. Once entered,
transactions are automatically forwarded to the proper reviewer at MSPB for
appropriate action. NeoGov is maintained by MMRS within the Department of
Finance and Adminigation.

C. Each state agency shall make every effort to ensure the accuracy of all data it enters
into these statewide human resources information systems.

1.4 DECLARATORY OPINIONS

This section sets forth the MersigthsfermEaient,St at e
and filing of requests for declaratory opinions, the procedural rights of persons in relation to the
written requests, and th S P Bpiosedures regarding the disposition of requests as required by
MississippiCodeAnnotateds 2543-2.103.

A. MSPBwill issue declaratory opinions regarding the applicability to specified facts of:
1. A statute administered or enforceableNd$PB,
2. A rule promulgated biMSPB, or
3. An order issued biMSPB.

B. A request must be limited to a single transaction or occurrence.

C. When a person with substantial interest, as requirddississippiCodeAnnotateds
2543-2.103, requests a declaratory opinion, the requestor must submit a printed,
typewritten, or legiblyhandwritten request.

1. Eachrequest must be submittedebh8 20 x 110 white paper.

2. The request may be in the form of a letter addressed td18#B Executive
Director or in the form of a pleading as if filed with a court.
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5.

Each request must include thdl ftame, telephone numbers, and mailing address
of the requestor(s).

All requests shall be signed by the person filing the request, unless represented by
an attorney, in which case the attorney may sign the request.

Each request must clearly state thas & request for a declaratory opinion.

D. Any party who signs the request shall attest that the request complies with the
requirements set forth in these rules, including but not limited to a full, complete, and
accurate statement of relevant facts arad there are no related proceedings pending
before any agency, administrative, or judicial tribunal.

E. Each request must contain the following:

1.

A clear identification of the statute, rule, or order at issue;

. The question for the declaratory opinion;

2
3.
4

A clear and concise statement of all facts relevant to the question presented;

. The identity of all other known persons involved in or impacted by the facts

giving rise to the request including their relationship to the facts, and their name,
mailing addrss, and telephone number; and

A statement sufficient to show that the requestor has a substantial interest in the
subject matter of the request.

F. MSPBmay, for good cause, refuse to issue a declaratory opinion. The circumstances
in which declaratory opinits will not be issued include, but are not necessarily
limited to the following:

1.
2.
3.

The matter is outside the primary jurisdiction$PB;
There is a lack of clarity concerning the question presented,;

There is pending or anticipated litigation, administ&ataction or anticipated
administrative action, or other adjudication which may either answer the question
presented by the request or otherwise make an answer unnecessatry;,

The statute, rule, or order on which a declaratory opinion is sought is clear and
not in need of interpretation to answer the question presented by the request;

The facts presented in the request are not sufficient to answer the question
presented,;

The request fails to contain information required by these rules or the requestor
failedto follow the procedure set forth in these rules;
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7. The request seeks to resolve issues which have become moot or are abstract or
hypothetical such that the requestor is not substantially affected by the rule,
statute, or order on which a declaratory opingsought;

8. No controversy exists or is certain to arise which raises a question concerning the
application of the statute, rule, or order;

9. The question presented by the request concerns the legal validity of a statute, rule,
or order;

10.The request is ndbased upon facts calculated to aid in the planning of future
conduct, but is, instead, based on past conduct in an effort to establish the effect
of that conduct;

11.No clear answer is determinable;

12.The question presented by the request involves the appficafi a criminal
statute or sets forth facts which may constitute a crime;

13.The answer to the question presented would require the disclosure of information
which is privileged or otherwise protected by law from disclosure;

14.The question is currently thetsy ect of an Attorney Gener ¢
15 The question has been answered by an At

16.O0ne or more requestors have standing to
the proffered question;

17.A similar request is pending before thégency, or any other agency, or a
proceeding is pending on the same subject matter before any agency,
administrative or judicial tribunal, or where such an opinion would constitute the
unauthorized practice of law; or

18.The question involves eligibility for a license, permit, certificate, or other
approval byMSPB or some other agency and there is a statutory or regulatory
application process by which eligibility for said license, permit, or certificate or
other approvainay be determined.

G. Within forty-five (45) days after the receipt of a request for a declaratory opinion
which complies with the requirements of these rtl#SPBshall, in writing:

1. Issue an opinion declaring the applicability of the statute, rule, or ¢odthe
specified circumstances;

2. Agree to issue a declaratory opinion by a specified time but no later than ninety
(90) days after receipt of the written request; or

3. Decline to issue a declaratory opinion, stating the reasons for its action.
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The fortyfive (45) day period shall begin on the first business day after which the
request is received BYSPB.

H. Declaratory opinions and requests for declaratory opinions shall be available for
public inspection and copying at the expense of the viewer during hbusemess
hours. All declaratory opinion and requests shall be indexed by name, subject, and
date of issue. Declaratory opinions and requests which contain information which is
confidential or exempt from disclosure under the Mississippi Public RecortdsrAc
other laws shall be exempt from this requirement and shall remain confidential.

1.5 ORAL PROCEEDINGS

This section applies to all oral proceedings held for the purpose of providing the public with an
opportunity to make oral presentations or writteput on proposed new rules, amendments to
rules, and proposed repeal of existing rules beM&PB pursuant to the Administrative
Procedures Act, specificalMississippiCodeAnnotated® 2543-3.104.

A. When a political subdivision, an agency, or ten (10) persons request an oral
proceeding in regards to a proposed rule adoption, the requestor must submit a
printed, typewritten, or legibly handwritten request.

1. Each request must be submittedebh 8 2 00 xwHhilt e paper.

2. The request may be in the form of a letter addressed td18#B Executive
Director or in the form of a pleading as if filed with a court.

3. Each request must include the full name, telephone numbers, and mailing address
of the requestor(s).

4. All requests shall be signed by the person filing the request, unless represented by
an attorney, in which case the attorney may sign the request.

B. Notice of the date, time, and place of all oral proceedings shall be filed with the
Secretary of Stateb6s Office for publicati
providing the notice shall provide notice of oral proceedings to all persons raequesti
notification of proposed rule adoptions. The oral proceedings will be scheduled no
earlier than twenty (20) days from the filing of the notice with the Secretary of State.

The MSPB Executive Directoor designee who is familiar with the substance of the
proposed rule shall preside at the oral proceeding on a proposed rule.

C. Public participation shall be permitted at oral proceedings, as follows:

1. At an oral proceeding on a proposed rule, persons may make statements and
present documentary and physicalmigsions concerning the proposed rule.

2. Persons wishing to make oral presentations at such a proceeding shall notify the
MSPB Executive Directoat least three business days prior to the proceeding and
indicate the general subject of their presentatiohg. gresiding officer in his or
her discretion may allow individuals to participate that have not contsts&B
prior to the proceeding.
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3. At the proceeding, those who participate shall indicate their names and addresses,
identify any persons or organizat® they may represent, and provide any other
information relating to their participation deemed appropriate by the presiding
officer.

4. The presiding officer may place time limitations on individual presentations when
necessary to assure the orderly anceeippus conduct of the oral proceeding. To
encourage joint presentations and to avoid repetition, additional time may be
provided for persons whose presentations represent the views of other individuals
as well as their own views.

5. Persons making presetitas are encouraged to avoid restating matters that have
already been submitted in writing. Written materials may be submitted at the oral
proceeding.

6. Where time permits and to facilitate the exchange of information, the presiding
officer may open the dlor to questions or general discussion. The presiding
officer may question participants and permit the questioning of participants by
other participants about any matter relating to that-md&ing proceeding,
including any prior written submissions matly those participants in that
proceeding. No participant shall be required to answer any question.

D. Physical and documentary submissions presented by participants in an oral
proceeding shall be submitted to the presiding officer. Such submissions beeome th
property ofMSPB, part of the rulemaking record, and are subjed1® P Bulslic
records request procedufdSPB may record oral proceedings by stenographic or
electronic means.
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CHAPTER 27 DEFINITIONS
2.0 INTRODUCTION

This chapter contains definitions which are used throughout this manual. However, if anything
in this chapter is found to be inconsistent wathy state or federal statute, the statute takes
precedence.

2.1 STATE SERVICE

AState Serviceodo shall m engemts, agénties, eamapirstiauyiorseas o f
defined in Mississippi Code Annotate 259-101et seq. except § 28-107(c).

A. SPAHRS shall automatically place all state service employees in a prabgatsiatus
upon original appointment and reployment. The prol@nary period shall be the
initial twelve months of service. State service employees who have served a full
twelvemonth probfionary period shall retain permanent status as long as they maintain
continuous state service. Mississippi Code Annotated % 2%/ .

B. A probationary period shall be required when transferring a currenstata service
status emplogeinto a permanent state service position within the same agency or into a
different agency. Time spent in a nsiate service position of the same classification or
of a higher classification within the same job class series may be counted toward the
probatiorary period upon approval by the MSPB Executive Director. Mississippi Code
Annotated § 28©-143.

C. Extended probationary status shall be assigned only to those employees previously
exemped from the selection process as a result of pending ldigatMississippi Code
Annotated 8§ 2-139; 143.

2.1.1 Conferment of Permanent State Service Status

Employees not otherwise excluded from the state@cerwith at least twelve months contimuso
state service in an agency and who have not been assigieedexk probi@onary status, shall
have permanent state service stathississippi Code Annotated 88 86127;-143. SPAHRS
will automatically update the status of employees who have coedpline twelveamonth

probationary period.

Upon original appointment into state service, eachnmbent shall automaally receive a status

date the same as the hire date. This date reflects the beginning date of the incunmtioenits sta

state service The term AProbationaryo wil.l aut omat i
field when the transaction is processed. Upon completion of twelve months of continuous state
sewvice, each employee shall attain permanent state service status and thePlesm manent 0 w
automatically be placed in the AEmMmpl oyee St at

Once an employee has attained permanent state service status, the status date shall remain the
same on any requests forservice movement except in the folloy cases: state service to
nonstate service; nestate service to state service; and litigated classes to state service.
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Any request processed for -g@rvice movement in the aboeweentioned cases shall
automatically reset the status and the status date of the@ywaplothe effective date of the
transaction.

2.2 NON-STATE SERVICE

All personnel transactions in the netate service shall be effected through appointments to
authorized emplayent positions by the appointirapthority. The Office of Human Capital

Core Processes shall be notified of each appointment and may acknowledge the appointment.
Mississippi Code Annotated § #6107(c).

To ensure that the Office of Human Capital Core Processes is informed of alltapgrasto
authorized vacant nestate service positions under the salary setting authority of MSPB, all
human capital transactions periamn to personnel in these nstate service positions shall be
submited through SPAHRS in accordance with the pdaces contained herein. Requests for
salary certifications shall be ackneaged, rather than certified, by MSPB for rsiate service
employees not under the salary setting authority of MSPB.

2.2.1 Nonstate Service Appointment

Unless otherwise provided for by law, the appointing authority shall determine job qualifications
fornonst at e servi ce-statpdé o ydefmeliby Migsidsipp Code Annotated
§ 259-107(c) as follows:

ANesnt at e serviceodo shall mean the foll owing
the state service by this chapter. The State PeeboDirector acknowledges the
appointing authoty actions for the following, which are excluded from the state service:

) Members of the State Legislature, their staffs and otimepleyees of the
legislaive branch;

(i) The Governor and staff members of the india&e office of the Governor;

(i) Justices and judged the judicial branch or members of appeals boards on a per
diem basis;

(iv)  The Lieutenant Governor, staff members of timemediate office of the
Lieuterant Govenor and officers and employeesrattly appoinéd by the
Lieuterant Goemor;

(V) Officers andofficials elected by popular vote angkrsons appointed to fill
vacarties in elective offices;

(vi)  Members of boards and commissioners appointed byGthesrnor, Lieutenant
Governoror the State Legistare;

(vii)  All academic officials, metvers of the teaching staffs and employees of the state
institutions of higher learning, thklississippi Community College Bogrénd
community and junior ctgges;
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(viii)  Officers and enlisted mdmers of the Nthonal Guard of the State;
(ix)  Prisoners, inmates, steit or patient help working in or about instiibuns;

) Contract personnel; provided, that any agemdyich employs state service
enmployees may enter into contracts for gmral and professonal services only if
such contracts are approved in complianciéh whe rules and regulations
promulgated by the State Personal Service Contract Review Board under Section
25-9-120(3). Before paying any warrant for such tcadual services in excess of
One Hundred Thousand Dollars ($100,000.00), the Auditor of @éuaiounts,
or the successor to thosetigs, shall detenine whether the contractvialved
was for personal or professional services, and, if so, was approved by the State
Personal Service Contract Review Board;

(xi)  Parttime employees; provided, howevearttime employees shall only be hired
into autheized employment positions classdieby the board, shall meet
minimum qualifications as set by the board, and shall be paid indzce® with
the Variable Compensation Plan as certified by the board;

(xit)  Persons gminted on an emergency basis for the duration of the enwrgire
effective date of the emergen appoinments shall not be earlier than the date
approved by the State Personnel Dioecand shallbe limited to thirty (30)
working days. Emegercy appoininents may be exterd to sixty (60) workg
days by the State Pmmnel Board,

(xiii)  Physicians, dentists, vetearians, nurse practitioners and attorneys, while serving
in their prdessioral capacities in authized enployment paitions who are
required by staite to be licensed, registered or otherwise foedtias such,
provided that the State Rennel Director shall verify that the stadty
gualifications are met prior to issnce of a payroll warrant by the auditor;

(xiv) Pesonnel who are employed and paid from funds received from a federal grant
program, which has been approved by the Legislature or the Department of
Finance and Administtimn whose length of eployment has been deteined to
be timelimited in nature. Tis paragraph shall apply to personnel employed
under the provisions of the Comprehensive Emplent and Training Act of
1973, as amemdl, and other special federal grantgreons which are not a part
of regular federally funded programs wherein appations and emplayent
positions are appromied by the Leglature. Such employees shall be paid in
accordance with the Variable Competisa Plan and shall meet all qualifications
required by federal statutes or by the Mssippi Classificatio Plan;

(xv) The administrative head who is in charge of amgtestdepartment, agency,
institution, board or commission, wherein the statute specifically authorizes the
Govemnor, board, commission or other authority to appoint said administrative
head; preided, however, that the salary of suchmamistrative head shall be
determined by the State Personnel Board in accordance with thabMari
Compenston Plan unless otherwise fixed by statute;
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(xvi)

(xvii)

(xviii)

(xix)

(xx)

(xxi)

The State Psonnel Board shall exclude tégvel posiions if the incumbents
detemine and publicly adwtate substaive program policy and reportréictly to
the agency head, or the incumbents ageired to maintain a direct confidential
working relationship with a key excluded official. Prosttfurthe, a written job
classification shall be @poved by the board for each such position, andipasi
so excluded shall be paid in dommity with the Variable Compersation Plan;

Employees whose guioyment is solely in connection with an agency'stcact
to produce, store or transport goods, and whosepeasation is derived there
from;

Repealed;

The associate director, deputy directors, and bureau directors within the
Department of Agriculture and Commerce;

Personnel employed by the Mississipmiustries for the Blind; provided, that any
agency may enter into contracts for the personal services of MIB employees
without the prior approval of the State Personnel Board or the State Personal
Service Contract Review Board; however, any agency cdimgaior the personal
services of an MIB employee shall provide the MIB employee with not less than
the entry level compensation and benefits that the agency would provide to a full
time employee of the agency who performs the same services; and

Personnelemployed by the Mississippi Department of Wildlife, Fisheries, and
Parks and the Mississippi Department of Marine Resources as law enforcement
officer trainees (cadets); such personnel shall be paid in accordance with the
Colonel Guy Groff State Variableoathpensation Plan.

Other nonrstate service employees include:

(i)

(ii)

(iii)

Non-state service positions of deputy superintendents, associate superintendents
and directorswithin the State Department of Education (Mississippi Code
Annotated § 373-13(1)); also, employeesf the State Department of Education,

not including any school attendance officer, for a period of two years beginning
July 1, 2014, pursuant to Sections®%27, 3#3-13, 3%#3-25, 3%3-95, 37#13-80,

and 435-8 of the Mississippi Code;

Non-state service positions of associalieectors, deputy directors and bureau
directors within the Mississippi Development AuthorifiMississippi Code
Annotated § 571-5(3)(c)(xi)); and

Employees of the Department of Marine Resources for a pefi@ik months

after the passage of Senate Bill 2579 (Regular Session 2014), which provides that
personnel actions of the Executive Director are exempt from MSPB rules,
regulations, and procedures. Mississippi Code Annotated1$-49(2).
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2.2.2 Salary Cification

Salaries for appointment to natate service positions shall be certified in adaoce with the
provisions governing appointments. See Ms&pisi Code Annotated 8§ 2%1192)(c)(i) and

(ii).
Salary ceification for administrative officers, deputies, bureau chiefs, and directors who report
directly to the department, agency, institution, or commission, unless otherwise set by statute

shall be determined by the appointing authority and MSPB not to exiceezhd of the salary
range assigned.

2.2.3 Notification of NonState Service Status

Each applicant who aepts appointment to a natate service position shall be given written
notice by the appoiirtg authority prior to the appointmetiiat permanent state service status
will not be attained while employed in that position and that the State of Mississippi is under no
obligation to continue their employment in such a position.

Permanent state service status employees who accept apgdind a nosstate service position
lose their permanent gloyment sttus at the time of the gpintment, except under the
provisions of Mississippi Code Annotated 82825, and shall be so nfiéid in writing prior to
the appoinnent.

2.2.4 Hiring under Emergency Conditions

Authority to hire under emergency conditions is defined as hiring personnel in order that
appropriate care and protection for life or property may be implemented or maintained. Salary
certification for emergency appointmestzall be at the start salary of a given classification.
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CHAPTER 317 RECRUITMENT
3.0 INTRODUCTION

The MSPB Executive Directoshall administer a recruitment program as referenced in the
Mississippi Code Annotated 8 251192)(c). This program shall ensure the fair and equitable
treatment of all applicants without regard to political affiliation, racégrcdvandicap, genetic
information, religion, national origin, sex, religious creed, age, or disability. Mississippi Code
Annotated 88 259-103 and 25-9-149 and Intergovernmental Personnel Act dgteons:
Standards for a Merit System of Personnel Adnai®n, 5 C.F.R. 88 900.603; 900.604 (1983).

Any questions regarding these functions should be addressed to your Human Capital Core
Processes Consultants.

3.1 RECRUITMENT PROGRAMS

Recruitment shall be tailored to themiber and nature of positions to be filled and to labor
market conditions. The recruiting efforts of the Office of Human Capital Core Processes and
agencies will be coordinated and carried out in a timely manner.

3.1.1 Open Consideration of QualifiedCandidates

The MSPB Executive Directashall respond to agency needs by developing methods of reaching
gualified applicants. Recruitment efforts for initial appointments shall be plannedaanmet

out in a manner that ensures open competition and equal consideration of all qualified
candidates, except as provided in Chapter 4. Recruitment activities may include, but not be
limited to, contact with institutions and orgartipas, personal antact, and public
announcements.

3.1.2 Regular Recruitment

The MSPB Executive Directorshall initiate recruitment efforts in response to current or
projected agency staffing requirements. Agencies that anticipateciesaue to circumstances
such as aseparation transfer of an employee, or authorization for additional positions, may
request that those positions be placed on recruitment.

Agencies will useM S P B @guitment and selection software system to requestitement
(called a requisition in the system) for vacancies. Agencies will submit the requisition at least
three (3) working days prior to the opening date of the recruitment posting in the system.

3.1.3 Special Recruitment

The MSPB Executive Directormay initiate additional recruitment efforts for certain
difficult-to-fill job classifications or upon agency requests. In order forMi&B Executive
Director to coordinate agency recruitment efforts, agencies willsead#iheMSPB Executive
Director three (3) working days in advance, when planning is initiated for any and/or all
recruitment efforts and/or advertising. Notification is essential to enablISRB Executive
Director to ensure that the agency recruitmefibres are in accordance with state policy and
procedure.
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Agencies that require assistance from M8PB Executive Directoin developing special
recruitment plans must notate in the recruitment and selection software system the obstacles that
inhibit recuitment. Information must include, in detail, any special qualification required, and
the reason for the requirement, noted in the requisition. NIB&B Executive Director
determines the dates and length of the special recruitment period.

3.1.4Authority to Take a Position off Recruitment

Positions placed on ceuitment may be aggned a closing date due to, but not limited to, the
following circumstances:

A. avacancy has been fitle
B. a class specification revision has been initiated; or
C. there is a request by the appointing autiyori

Positions placed on ceuitment for an indefinite period may not be assigned a closing date until
a vacancy is filled. The authority to takeasition or occupational class off recruitment rests
with theMSPB Executive Director

3.1.5 Determination to Place a Position on Recruitment

The decision to recruit for a position or occtipaal class may be detemed by the special
gualifications under which an agency desires recruitment.

The final determination to place a position on reaneitt shall rest with tht1SPB Executive
Director.

3.1.6 Length of Recruitment

Once a positioras been placed on recruitment, it may be recruited canisiyin accordance

with Sections 3.2 and 3.3 until it is taken off recruitment in accordance with Section 3.1.4. The
MSPB Executive Directormay elect to take the position off recruitment wheeerded
appropriate.

3.1.7 NonState Service Recruitment

The MSPB Executive Directodoes not determine recruitment programs for-siate service
positions. However, recruitment or advertising for these positions must be coordinated with the
MSPB Executive Directon accordance with the advertising requirements below.

Agencies with nosrstate service positions that wish to recruit may request assistance from the
MSPB Executive Director Staff will be ava#ble to assist in the dewgiment ¢ a plan for re
cruitment that addresses procedures such asgast announcements, advertising, evaluation,
and referral procedures for applicants.

3.2 RECRUITMENT ANNOUNCEMENTS

Recruitment announcements shalt, & minimum, be listed orthe MSPB web site. All
recruitment announcements shall be advertised for not less than three (3) working days.
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3.3 CONTENT OF ANNOUNCEMENT

Recruitment announcements may contMSPB class specificdion of the vacancy or the
equivalent of a Mississippi Department of Employment Security job announcement, including
the following: title of the position, summary of education and experience requirements,
beginning and ending dates of recruitmesatary, and geographic location.

3.4 ADVERTISING

For special recruitment purposes, tNESPB Executive Directomay utilize advertising to
supplenent the public notice requirements above.

3.4.1 Agency Advertising Efforts

Agencies may coordinate their advertising efforts with #M&PB Executive Director
Commercial advertising shall be at the expense of the requesting agencyM@RBsponsors
the advertising and provides the agency with prior written confiomaf sponsorship. Items
required by MSPB to be included in the advertising are listed below:

A. the official MSPB job title;

B. the education and experience requirements (Minimum Qualifications) as written in
MSPB job description;

C. any specialqualifications requested by the agency and approved by the Office of
Human Capital Core Processes (when apple);

D.t he statement AAn Equal Opportunity Empl o

the MSPB website information where the applicant may submit the application if the
postion is posted on the system; and

F. the agency address where applications are to be sent if the position is not being posted
on the MSPB website.

Agencies may add other job information or agency specific information as deemed necessary.
Agencies may cadinate recruitment efforts wittMSPB by forwarding a copy of the
advertisement to their assigned Office of Human Capital Core Processes Consultant via email.
This wil/l ensure that M Simedtiorss tared fwill beialsle t@prozidee o f
information to applicants regarding the advertisement. If the position being advertised is not
exempt from the MSPB selection process, the agency will also be required to comply with
section 3.1.2, Regular Recruitment, and should coordinate the postew with MSPB to

ensure that the position is placed on open recruitment on the MSPB website at the same time it is
to be advertised by the agency.

3.4.2 Notice of Advertising

For those agencies requesting MSPB assistance pursuant to 3.4.1, the appointing authorities will
notify the MSPB Executive Directoat least three (3) working days prior to all recruitment
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advertising, whether the advertising is donated, paid for by #ecggor sponsored and paid for
by MSPB.

3.5 RECRUITMENT AND COUNSELING

MSPB will provide information and assistance to state agencies and applicants. These services
may include, but are not limited to: redment efforts; the processing of applications; and
counseling/assistance regarding the evaluation and selection processes.

3.6 EXEMPT STATUS RECRUITMENT AND SELECTION

The MSPB Executive Directodoesnot determine recruitent programs for job classes or
positions exempted under Rule 4.2.9. However, recruitment or advertising for these
classifications may be coordinated with thSPB Executive Directom accordance with the
requirements above.

Sour@: MississippiCodeAnnotateds8 25-9-103,-119,-147.
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CHAPTER 41 SELECTION
4.0 INTRODUCTION

This chapter contains information regarding the applicatid selection process.Any
guestions regarding these functions should be addressed to your Human Capital Core Processes
Consultants.

4.1 APPLICANT PROCESSING

MSPB shall set forth standardized procedures for processing applications, uniformly evaluating
education/training and experience, and certifying and providafgrredLists.

4.2 THE APPLICATION PROCESS
4.2.1 ApplicationForm

A. All applications for state service positions and the-siate service positions in
Section 4.4.1 shall be on the State of Mississippi Application, either electronic or
paper.

B. TheMSPB Executive Directoshall beresponsible for the format and may amend the
State of Mississippi Application as needed.

C. The MSPB Executive Directomay require that only the original State of Mississippi
Application be accepted B SPBfor evaluation.

4.2.2 When Applications ShalBe Filed

A. The MSPB Executive Directomay establish procedures, which allow the following
employees and/or applicants to file applications for Promotional Opportunities:

1. current employees with at least $6) months of continuous service;

2. persons who were terminated from thats service due to a ReductionForce
(RIF) within the last twelve (12) monthand

3. former employees who left the state service in good standing within the past
twelve (12)months, and who had completed at least six (6) months of continuous
employment.

B. Applicants not meeting the criteria for the above must file an application during a
period when the job class is listed 5 P BJolsOpportunities List.

C. Applicants for pbs on open recruitment shall file all applications on or prior to the
closing date specified in the announcement.

4.2.3 Locations Where Applications May Be Filed

A. Applications for state serwcpostions may be completed online, filed MSPB in
Jackson, the Mississippi Department of Employment Security Workforce Investment
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Network (WIN) job centers statewide, or at any other location where the necessary
technology is made availableMiSPB may provide for the filing of applications at
additional locations.

B. An individual is not considered a bona fide appifit until the application is received
by eitherMSPB or the Mississippi Department of Employment Security. Individuals
who file anapplicdion directly with a state agency/board, etc., are nosidened a
bona fide applicant until the application iseeved byMSPB.

C. Applications for positions and job classificationsifadl under Section 4.2.9 shall be
exempt from this seidn.

4.2.4 Who May Apply For State Employment

A. An applicant is defined as any individual who files his or her State of Mississippi
Application in accadance with Sections 4.2.1, 4.2.2, and 4.2.3.

B. All State of Mississippi Applications shall be signed by the applicant, and the truth of
the statements contained within the Record shall be certified by the applicant's
signature. If the application is submitted electronically, all statements in the
applicati on are considered true and <correct
button.

C. TheMSPB Executive Directoshall have final authority in determining the validity of
the applcation.

D. A State of Mississippi Application determined to ibgalid shall be returned to the
applicant.

E. A State of Mississippi Application returned as invalid and subsequersiybmitted
must meet the validity requirements effective on the last date received.

F. Agencies may submit a State of Mississippi Apgiion for agencynly non
compettive promdions with a formal petition for approval.

4.2.5 Evaluation of Education/Training and Experience

A. All prospective or current state sare employees slidhave their State of Mississippi
Application formally evaluated prior to appaimént or promotion except as provided
in these rules. MSPB shall uniformly evaluate the qualifications of applicants as
stated in their State of Mississippi Application.pAipants shall be evaluated without
regard to political affiliation, race, colohandicap,genetic information, religion,
national origin, sex, religious creed, age, or disability except as i law.

B. All State of Mississippi Applications received MSPB are reviewed to assess the
applicant's education/training and experience as listed in the application to determine
gualifications for the job class for which the applicant is applying. All college
education and training related to the position for which application is made shall be
assessed at a maxi mum of 120 semester ho
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degree; a maximum of 150 semester hours (
maximum of 180 semester hours (or the equivalent) for a Specialist degree; and 210
semester hours (or the equivalent) for a doctoral degree. Additionally, college hours

will be counted for up to 119 semester hours in increments of 30, 60 or 90 hours. All
experence entries listed on the apgation related to the position for which the
applicdion is made, ioluding military, paid, and urgid volunteer work, shall be

asesed at a maximum of forty (40) hours per week. This forty (40) hour limit will

also gply where a combination of related work is gained through concurrent jobs.

The applicant must meet the mimam reguirements odtned in the current active

class specificzon.

4.2.6 Additional Documentation Supplied for Evaluation

A. Applicants may be required to suli proof of the posession of any license,
certificate, degree, or other evidence of eligipilbr qualification rguired by state
law or class specificeon. Applicants may be disapproved for failure to provide the
requested documentation.

B. Applicant(s) will be notified regarding additional information or documents sacgs
to complete processing of apgtion(s).

4.2.7 Verification of Education/Training and Experience

A. An a p psleducatona récord and work history may be investigated Oy #irB
Executive Directoor the hiring agency.

B. Investigative procedures may include but not necessariliinbbieed to contacting
present and previous employers and/or schools, colleges, or other institutions to
verify information contained in the State of Mississippi Application or related
documents supplied by the applicant and/or the hiring agency.

C. The @pointing authority may require the applicant to submit proof of the possession
of any license, certificate, degree, or other evidence of eligibility or qualification
required by state or federal law or class specification.

D. The hiring agency shall uftiately be held aountable for verifying the correctness
of information recordd in the State of Mississippi Application.

4.2.8 Falsification of State of Mississippi Application

A. Should an ageay, after invesgation, discover an applinas &tate of Mississippi
Application to be falsified, the agency should immediately inform Kh&PB
Executive Directoof such falsification in wrihg. The State Personnel Director may
remove the applicantdm consideration as provided for in Section 4.5.2.

B. The falsification of a State of Mississippi Application by a state employee is
considered a Group Three Offense in the approved Schedule of Offenses and
Authorized Disciplinary Action, and may resuft dismissal, suspension for up to
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thirty (30) days, demotion to the previous position and pay level, or a combination
thereof. See Section 9.1.C.

C. When such action is taken, written notificatioiil we mailed to the appti a a kasb
known mailing adcess.

4.2.9 NorCompetitive Initial Appointment
Occupational Classes (State Service), under Mississippi Code Annotated §2%05

A. Non-competitive appointments to occupational classes exempted from the selection
process by state law or by action MSPB are not required to be made from a
ReferredList. TheMSPB Executive Directoonly certifies the candidates referred by
the appointing authority who meet the minimum requirements for the occupational
class.

B. Exempt classifications may consist of, but are not limited to, the following: (1) skilled
or semiskilled labor, domestic rocustalial work; (2) classifications which involve
professional or techoal skills not nomally available in the general apgint
population and for which recruiting prabgres produce recurring deficigas; (3)
classifications which include small number of positions; (4) classifications which
are unique to a particular agency; (5) classifications which have high turnover rates,
and (6) classifications which require professional licensure and/or certification.

C. The MSPB Executive Directorshall review agency proposed classifications or
positions and make recommendation$f8PBto develop a list of job classifications
exempt from the use of ReferredList. The list of exempt classifications may be
furnished to the agencies.

D. Agencies mayequest classifications be reinstated to a competitive appointment basis
and may recommend changes to the list of exempt classifications.

E. Exempt classifications may apply to entire classifications or specific positions
assigned to a classification.

F. The appointing authority shall submit a current State of Mississippi Application to the
MSPB Executive Director The applicant is required to meet the minimum
gualifications to be certified for the class or position.

G. Incumbents in statservice positions exempt from the selection process by actions of
MSPBhave the same rights as any other stat@ice erployee.

H. Each agency is responsible for ensuring that its workforce complies with all state and
federal laws, guidelines, and coartlers regarding Equal Opportunity Employment.

4.3 EVALUATION OF APPLICANTS BASED ON MINIMUM QUALIFICATIONS

Applicant 0s gualifications shall b enimenw al uat
requirements for the position for which they applied. Establishedastds shall be uniformly
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applied to all applications without regard to the appliGamolitical affiliation, race, color,
handicap, genetic information, religiamtional orign, sex, religious creed, age, or disability.

4.3.1 Minimum Qualifications

The minimum qualifications for an occupational class shall consist of the minimum
gualifications listed on the class specification plus amgcigh qualifcations, known as job
specific supplemental questions, for the position applied for as requested by an agency and as
approved by th&1SPB Executive Director

A. An a p psleducatiom/training and experience lgoknd, as stated on theédse
of Mississippi Application, is reviewed in detail to determine quaifons for the
position applied for, in line with the approved minimum requirements in the class
specification, and any job specific supplemental questions levied by the usey agen
as approved by thdSPB Executive Director

B. The MSPB Executive Directoshall determine a formula for the evaluation of the
training and experience qualifications of applicants. This formula shall give due
regard to relatedness as well as quawtitthe training and experience.

4.3.2 Notification of Failure to Meet Minimum Qualifications

A. A standardized notification approved by thSPB Executive Directoshall be sent
to all applicants who do not meet the nmmim qualifcations of the occupational
class for which they have made application.

B. An applicant shall have the right to make a tentrequest for the review of the disap
proval by the Diretor of the Office of Huran Capital Core Processes.

4.3.3 Qualifications

An appointing authority within the state service may formally request in writingMis®®B
waive the minimum education/training and experience requiremenigaeédor entry into an
occupational class, thdrg allowing the appointment of an individual who does not meet the
minimum qualifications as listed on the class specification.

Where employees do not possess the minimum quatiifins necessary for prontions,
demdions, transfers, or realtations, agencies shall submit the prescribed forms necessary to
document possession of kndedge, skills, and abilities necessary to perform in the proposed
position. Requests for waiver of minimum qualificatiomsst be approved UMSPB.

A. There shall be no consideration given to waiving munn requirements for original
appoinments.

B. MSPBshall review all rquests by state agencies to waive minimum qualifications of
a class gecification to accoplish morements within state service.

C. MSPB shall consider but shall not limit its consideration to the following when
reviewing a request to waive minimum qualificas:
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1. The amount of related experience as destrated by a current State of
Mississippi Application; the Job Content and the Technical Competencies
sections of the Performance Development Assessment (PDA);

The number of related college credit hours;
The number of years of related exipace;
The availabity of qualified employes and applicants;

The feasibiliy of a trairee classificaon; and

o g M w N

Applicable federal and state statutdisensure, certification, andegistration
requirements.

D. A waiver of minmum qualifications approved bWISPB applies only to the
classification for which the waiver was requested.

E. Decisions oMSPBshall be final and no further considéon of a request for waiver
shall be afforded.

F. Requests for waivers of minimum qualifications by state agencies shall include:
1. Relevant psition-employee data;
2. State of Mississippi Application;

3. Job Content and the Technical Competencies sections of the Performance
Development Assessment (PDA) (current and proposed position);

4. Letter of Justification including but not limited to:
demonstration that no qualified employee or applicant is available;

explanation of why subject employee was chosen and/or best qualified; and
discussion of alternative actions.

5. Organizational Chart of the unit where the position is located along with
functional statements for the unit; and

6. Performance Development System (PDS) duties and competeiRerds/mance
Standards (proposed position).

4.3.4 Substitution of Minimum Qualifications

An employee or applicant who possesses the substantial equivalent of the minimum
gualifications may request in writing that tRESPB Executive Directosubstitute the substantial
equivalent of education/training and experience for the minimum qualificatiequired for

entry into an occupational class, thereby allowing the certificatiorRieferredList or in-service
movement of an individual not otherwise meeting the stated minimum qualifications.
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A. There shall be no consideration given to tlsebstitution of equivalent
education/training or experience where relevant licensing, certification, or similar
requirements, or where state or federal statutes or regulatory guidelines preclude
evaluation on this alternative basis.

B. The MSPB Executive ectorshall appoint a committee of staff members to review
all requests.

C. The review committee shall consider, but not limit its consideration to, the amount of
related experience and formal education/training as documented by a State of
Mississippi Aplication.

D. Decisions of the review committee shall be binding; however, final consideration may
be made by th&#1SPB Executive Directoapon written justification submitted by the
employee, apptiant, and/or agency.

E. Requests for substitutions of tleeibstantial equivalent of education/training and
experience by applicants, employees, or agencies may include:

1. Detailed and current State of Mississippi Application;
2. Letter of request;
3. Transcript of related college credit hours;
4. Certificates dcompletion of any related training courses where applicable; and
5. Other pertinent documents deemed necessary by the review panel.
4.3.5 Special Qualifications/Job Specific Supplemental Question(s)

A special qualification/job specific supplemental qigegls) is a requirement used in
conjunction with the minimum qualifications of a job class to designate specific skills, abilities,
education, and/or experience necessary for a particular position.

A special qualification/job specific supplemental quests) mg be utilized when requesting a
position be placed on recruitment. The job specific supplemental question(s) must be approved
by the MSPB Executive Directoprior to usage. Names of applicants meeting the job specific
supplemental question(s) whle placed on thReferredList in accordance wittMSPB policies.

The ReferredList, along with copies of the applications, will be forwarded to the requesting
agency.

When requesting the use of a special qualification/job specific supplemental qugstioa(s
following shall be in effect:

A. In no case shall the job specific supplemental question(s) exceed the minimum
gualifications as outlined on the class specification for the job class. For example, the
mi ni mum qualificati omsdegme fppim in acceeditdd: four A b a
year college or university and seven (7) years of experience. A valid job specific
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suppl ement al guestion might read: A bacht
seven (7) years of experience must have been iroaal@y environment.

B. Special qualification/job specific supplemental question(s) requests must contain the
following documentation:

A detailed explanation of the need for a job specific supplemental question(s)
which includes a description of the specific skills, abilities, education, and/or
experience required and why;

Copies of any federal or state regulations, guidelines, staiutesgse law which
are relevant to qualifications of the position; and

Additional documentation as may be specified byMIi8PB Executive Director

C. The MSPB Executive Directoshall have the authority to modify and/or deny any
request for special qualifitans/job specific supplemental questions.

D. Exceptions to this policy will be reviewed on a cagecase basis by th®ISPB
Executive Directar

4.4 MISSISSIPPI STATE PERSONNEL BOARD STATUTORY SELECTION
AUTHORITY OVER NON -STATE SERVICE PERSONNEL

4.4.1 NonState Service Personnel Evaluation

The MSPB Executive Directoronly acknowledges the appointment of rstate service
personnel except as provided by statute and regulations prescribed pursuant to statute.

A. PartTime Positions The appointing authority shall submit positiemployee data
along with a copy of a current State of Mississippi Application and other required
documentation to theMSPB Executive Directorwhen appointing to pattme
positions. The individual to be appted must meet the minimum qualifications for
the occupational class as setM$PB and be certified as such prior to appointment
unless otherwise authorized by ¥i&PB Executive Director

B. Physicians, dentists, veterinarians, nurse practitionersttordeys, while serving in
their professional capacities in authorized employment positions who are required by
the State to be licensed, registered, or otherwise certified as such, shall submit State
of Mississippi Applications and other documentatiomasded to substantiate their
professional status. ThBISPB Executive Directorshall verify such licensure,
registration, or certification as being current and valid prior to acknowledging the
appointment of such personnel. The appogtauthority shallsubmit position
employee data along with a copy of a current State of Mississippi Application and
other required documentation to tMSPB Executive Directowhen appointing to
such positions.

C. Time-Limited Positionsi The appointing authority shall soiit positioremployee
data along with a copy of a current State of Mississippi Application tdvitBEB
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D.

Executive Directowhen appointing to timémited positions. The individual to be
appointed must meet the minimum qualifications far dbccupationallass as set by
MSPB as well as qualifications required by federal laws and regulations and be
certified as such prior to appointment unless otherwise authorized bylSRS
Executive DirectarMississippi Code Annotated § Z107(c)(xiv).

Applicants fo top-level positions excluded from the state service by Mississippi
Code Annotated § 28-107(c)(xvi) shall submit a State of Mississippi Application to
the appointing authority. The appointing authority shall submit poserployee
data along with aapy of a current State of Mississippi Application to ¥iISPB
Executive Directar

With the exception of those positions stipulated in sections A, B, and C above, the
MSPB Executive Directoonly acknowledges the appointment of fgiate service
persomel. In those instams when the appointee fails to meet the minimum
gualifications of the occupational class as set by the Mississippi State Personnel
Board, theMSPB Executive Directoshall notify the appointing authority of the
failure of the applicat to meet minimum qualifications.

4.5 EVALUATIONS OVERVIEW

A.

D.

Applicants for occupational classes must be evaluated and found minimally qualified
by theMSPB Executive Directoprior to being placed on theeferredList.

The MSPB Executive Directoshall maintain uniform standards for evaluating the
education/training and experience of minimally qualified applicants for positions.

. The established uniform standards shall be applied to all applicatitvsut regard

t o t he sapplipdaliafiliatior, éace, color,handicap, genetic information,
religion, national origin, sex, religious creed, age, or disability except as provided by
law.

All State of Mississippi Applications for the same occupational class are afforded
uniform and equatreatment in all phases of the evaluating process.

4.5.1 Evaluation of Applications

A.

C.

After applicants are determined to have met the minimum qualifications for a
positionbs allocated job classification,

Evaluations shall be determined by the amount of the education/training and
experience documented on the applicant's State of Mississippi Application as
compared to the minimum qualifications, characteristics of work, description of
duties contained in thdass specification for which application has been made, and
by the job specific supplemental questions, if any.

The MSPB Executive Directoshall determine a formula for the evaluation of the
education/training and/or experience qualifications ofapplicants. This formula
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shall give due regard to job relatedness as well as quantity of the education/training
and/or experience.

D. Any applicant claiming credit for education/training and/or experience gained
through unpaid and/or volunteer activitiemd/or military service shall receive
appropriate credit for such education/training and/or experience when it is related to
the duties of the occupational class for which application is made.

4.5.2 Disqualification of Applicants

The MSPB Executive Directomay refuse to evaluate an applicant or, after evaluating, may
disqualify the applicant, remove the appli@gamame from th&eferredList, refuse to certify an
applicant on aReferredList, or may consulwith the appointing authority in taking steps to
remove a person already appointed if the individual:

A. Has provided jobelated information which indicates inability to perform the tasks
assigned to the occupational class for which evaluated;

B. Has made false statement of material fact in the State of Mississippi Application;

C. Has used or attempted to use political pressure or bribery to secure an advantage in
the evaluation process;

D. Has directly or indirectly obtained information regarding thal@ation process to
which an applicant is not entitled;

E. Has failed to submit the State of Mississippi Application correctly or within the
prescribed time limits;

F. Has taken part in the compilation, administration, or correction of the selection
procedires applied;

G. Has otherwise willfully violated the provisions of these rules; and/or

H. Does not meet any one (1) of the minimum qualifications established for the
occupational class for which evaluated.

4.5.3 Notification of Evaluation Results
A. Applicants will be notified of their evaluation results in a timely manner.

B. Agencies authorized to maintalReferredLists shall be responsible for furnishing
qualified applicants with notification of evaluation results.

C. The MSPB Executive Directomay prohibit the disclosure of evaluation results by
phone, in person, or by any other means except electronically or by mail.

4.5.4 Adjustment of Errors
A. The MSPB Executive Directorshall take whatever action deemed necessary to

correct a manifest error ih he eval uat i os qualficatioasmforghp pl i c a
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occupational class for which application is made. Due consideration will be given to
the circumstances surrounding the cause of the error.

B. Such corrective action may include, but is notiledt o , removing an a
name from theReferredList and/or canceling anRReferredList deemed flawed due
to the manifest error.

C. Such corrective action shall not invalidate an appointment previously made unless the
applicant fails to meet qualificaths imposed by federal or state law, or does not
possess licensure, registration, or certification required for the job class to which
appointed.

4. 6 DESI GNATI ON OHATUETERANSO

The veteran status of an applicant shall be designated drefleeredList, if the applicant is

otherwise qualified to be placed orRaferredL i st . Veteransod designatio
for periods of active duty wmhmdryodutoy meads fodr i
Reserve Forces, National Guard, etc. Terms in this section are as follows:

A. Veteran: A person who has served in the active Armed Forces of the United States
for a period of ninety (90) days during a period of war roneal conflict and was
granted an honorable discharge there from; or was discharged there from for a
serviceconnected injury in less than ninety (90) days. Misgs<jwde Annotated 8
25-9-301(a).

B. Disabled Veteran: A veteran whom the Veterans Adrmatisn has certified within
the last ninety (90) days to have a serndoanected disability. Mississippi Code
Annotated§ 259-301(b)

C. Proof of Eligibility: A certified copy of the vetar rs discharge papers and separation
record or certification rbm the Veterans Administration or the Department of
Defense will be accepted as proof of veteran status. Applicants requesting disabled
veteran status shall submit, on such forms as may be required M Bi& Executive
Director, proof of disability ceified by the Veterans Administration.

4.7 SELECTION PROCEDURE DEVELOPMENT AND VALIDATION
4.7.1 Development of Selection Procedures

A. A comprehensive system of evaluation for all occupational classes within the state
service is maintained.

B. The MSPB Executive Directordetermines the need for tecbal assistance to
supplement staff expertise in the development of valid selection presedS§ubject
to approval byMSPB, the MSPB Executive Directomay contract for selection
procedure services or purchase selection procedure material or may utilize qualified
technical consultants. When technical assistance is required to supplement staff
expertise, criteria for selecting said assistance shall consist of, but is not limited to,
the lowest cost proposal, meeting time requirements set forth lWSR& Executive
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Director, methodology to be used, and the amount of time of professional taffel s
which is allocated to the project.

4.7.2 Validation of Selection Procedures

A. ltis the intent oMSPBto validate selection procedures used as the basis for making
employment decisions with regard to choosing prospective employees for
employment ocurrent employees for iservice placement. Selection procedures will
be validated by methods and techniques that are feasible, practical, and consistent
with federal guidelines and prof#enal standards, as permitted by necessary levels of
funding andstaff.

B. Important elements of job content shall be determined through interviews and/or the
completion of appropriate questionnaires. Employees and/or supervisors and other
subject matter experts shall identify and rate job tasks and related knovdkitige,
and abilities, as necessary.

C. Employees and/or supervisors and other subject matter experts are required to
evaluate potential selection procedure items under strict security provisions.

D.Oh ecti ve met h o d sandlorssupergisotsamilpother ubjecs matter
e X p e ratings6of selection procedure items are used to establish minimum
gualifications for each selection procedure validated.

4.8 REFERRAL OF APPLICANTS TO AGENCIES
The appointing authority of hiring agencies shall appointiegts to positions as follows:

A. The MSPB Executive Directomay determine to be invalid any appomgnts not
made in conformance witllSPBprocedures.

B. All appointments to the state service shall be frolReferredList and made on a
competitive basis, except as provided in 4.2.9.

C. Names orReferredLists shall be derived from applicants that have met the selection
criteria for an occupational class.

4 9REFERRED LISTS

It is the policy of MSPB to certify applicarg who meet the minimum qualifications to fill
vacancies within the state serviceReferredLists shall be maintained in accordance with
policies, rules and procedures promulgatedU§PB. Selection and procedural requirements
shall be balanced with the interest of economy. It is the applicant's responsibility to review the
policies and procedures pertaining to the maintenanBefgfrredLists. MSPB shall make such
policies and rulesccessible to all apglants. MSPB may respond to applicant requets
information or assistanceA separate, original State of Mississippi Application is required for
each job opening posting for which application is made.
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4.9.1 Establishment and Maitenance ofReferred Lists

The MSPB Executive Directoestablishes and maintaifeferredLists necessary to provide a
list of qualified candidates for positions in state service.

The appointing authorities shall notify thdSPB Executive Directoras far in advance as
possible, but a minimum of three (3) working days, of a job opening to be posted for recruitment.
The MSPB Executive Directoris responsible for the establishment amdhintenance of
appropriate lists for all state service position openings postings except as provided for in Section
4.2.9.ReferredLists are categorized in NeoGov as:

A. Regular and Promotionalstate employees and the general public may apply;
B. DepartmentaPromotional Onlyi agency employees only may apply; and
C. Transferi state employees only may apply.

4.9.2 Preparation ofReferred Lists

A. After the MSPB Executive Directohas determined that an applicant has met the
evaluation criteria for an occupatidnaass, the applicatd name is added to the
appropriateReferredList.

B. The names ofeferredapplicants shall be placed on the list in alphabetical order.
Applicants who have a Veterans or Disabled Veterans status will be designated as
such on th&keferredList.

C. Promotional lists and Transfer lists shall be for all state service status employees.

D. Reductionin-Force (RIF) applicants, who apply within twelve (12) months of their
separation date, shall be designated as RIF oRdferredList asprovided in Section
4.9.3.

4.9.3 RIF/Reemployment Applicants
A. Reductionin-Force (RIF) Applicants

1. Any employee in a state service position, who has been laid off while in good
standing in accordance with the rules governing RIF, may, upon submission of a
current State of Mississippi Application within twelve (12) months of the
termination date, be degiated as RIF on tHeeferredList established for the job
classification for which application is made. It is the responsibility of the
terminated employee to notify tiHdSPB Executive Directoof his or her RIF
status for each application filed.

2. Reemplgment into occupational classes exempted from the selection process
shall be made in the same manner as original appointments to the occupational
classes.
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3. An a p pslpass/failndisgosition for the job class from which terminated and
for lower job clases in that class series will be determined by a rating of his/her
education/training and experiencl.for any reason the employee does not meet
the current minimum qualifications for the job class or lower job classes in the
class series from which tamated, he/she may still be placed on Referred
List. However, any requirement set by state or federal laws or guidelines, or any
requirement for a license, certification, or certificate of training must be met.

4. Applicants for higher job classes withime class series from which terminated or
other job classes must meet the currentmim qualifications.

B. Reemployment Applicants

1. A former state service status and/or those probationary state serviegmpart
time-limited and/or otheMSPB purview nonstate service employees, who have
completed at least six (6) months of continuous employment and who voluntarily
terminated in good standing may apply for the Promotional and Transfer openings
through submission of a current State of Mississippi Appbn within twelve
(22) months of their termination date.

2. Reemployment into occupational classes exempted from the selection process
shall be made in the same manner as original appointments to the occupational
classes.

3. Applicants must meet the current minimum qualifications.
4.9.4 PromotionalReferred Lists

A. A permanent state service status, probationary state servicéinmmgrtimelimited
and/or otheMSPB purview nonrstate service employee, who has been continuously
employed for six (6) months in the agency where the opening occurs, may apply for a
Promotional opening through submission of a currenateStof Mississippi
Application.

B. Promotion into occupational classes exempted from the selection process (See
Section 4.2.9) shall be made in the same manner as original appointments to the
occupational classes.

C. Applicants must meet the current minimum qualifications.
4.9.5 Trander Referred Lists

A. A permanent state service status, probationary state servicéinpgrtimelimited,
and/or otheMSPB purview nonstate service employee who has been continuously
employed or six (6) months, may apply for a Transfer opening through submission of
a current State of Mississippi Application.
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B. Transfer into occupational classes exempted from the selection process (See Section
4.2.9.) shall be made in the same manner as afigppointments to the occupational
classes.

C. Applicants must meet the current minimum qualifications.
4.9.6 OpenReferred Lists

A. The applicant must file a valid State of Mississippi Application duen announced
job posting.

B. Applicants must meet the current minimum qualifications.
C. Applicants are placed onReferredList after meeting the minimum qualifications.
4.9.7 Agency Only NorRCompetitive Promotional Eligibility

A. Agency only norcompetitive promotions shall include: (1) promotion of state
service employees to state service positions, and (2) promotion of state service, part
time, timelimited and/or otheMSPB purview nonstate service employees hon
state serge positionsAgencies may consider only employees who are employed by
the appointing authority and who have completed at least six (6) months of
continuous service.

B. Agencies shall submit a current copy dbtate of Mississippi Applicatioalong with
the appropriate positiecemployee data for those employees to be considered for
agency only noitompetitive promotion.

C. Only those employees meeting the applicable selection criteria shall be approved for
norrcompetitive promotion by theISPB Executive Drector.

4.9.8 Duration of Referred List

A. The term of an applicant's name on BeferredList begins on the date of placement
of the applicant's name on tReferredList and expires once the position is filled.

B. The applicant's time on a list shakpire automatically at the end of the appropriate
validity period, which is one hundred twenty (120) calendar days.

4.9.9 Delegation of Authority to Maintain Referred Lists

A. MSPB may delegate to agencies the authority to establish and makRedanred
Lists.

B. MSPBreserves the right to modify or rescind the maiatece authorization.

C. Agency procedures are subject to review by MSPB Executive Directorfor
consistency wittstatutes antMSPB policies and procedures.
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D. The agency is responsible for determining and implementing, within the guidelines
established bMSPB, standardized criteria, and procedures to establish and maintain
theReferredLists and maintain records, wh support and reflect all activities.

E. TheMSPB Executive Directoshall administer the selection criteria.

F. Except as otherwise provided, State of Mississippi Applications shall be transmitted
to theMSPB Executive Directofor evaluation using thAgency Transmittal Form,
which is available from the MSPB website at http://www.mspb.ms.gov.

G. The MSPB Executive Directorshall be responsible for adding the Veteran's or
Di sabled Veterandés designation for qualif

H. The agency shall indite by submission of the positi@mployee data that merit
principles have been followed.

l.  Applicants approved for placement on an AGENCY MAINTAINE®RferredList
ARE NOT placed oiMSPBReferred Listgor the same Job Classification.

4.9.10 Request foReferred Lists

A. To fill vacancies for positions, which are not exempt from the selection process, the
appointing authority shall submit a request (requisition) for recruitment, whith w
result in the issuance of &eferred List after the closing date of the job
announcement.

B. Initial appointments to fultime, stateservice positions or job classes which are not
exempt from the selection process shall be accomplished thRmfglredLi sts.

C. A single request for &eferredList may be made for one (1) or more positions
provided each position is for the same classification and in the same county or
counties.

D. A request fora ReferredList shall be submitted by an individual duly autlaed by
the agency.

E. Parttime appointments and appointments to tim@ted positions shall be
accomplished by the submission of positemployee data and a current copy of the
State of Mississippi Application to thdlSPB Executive Director Canddaes for
these appointments are to possess the minimum requirements contained in the class
specification and are not required to be appointed frétafarredList.

F. Agencies may reque8teferredLists for filling time-limited or parttime vacancies.
Find authority for issuindReferredLists rests with th&SPB Executive Director

G. Demotion of state service employees shall be aptished by the submission of the
positionemployee data and a current copy of a State of Mississippi Application to the
MSPB Executive Directar Candidates for demotion are to possess the minimum
gualifications contained in the class specification.
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H. Emergency appointents shall be made in accordance with Mississippi Code
Annotated 8§ 2®-107(c)(xii); and shall be accomplished by the submission of the
positionemployee data to thBISPB Executive Director Except where otherwise
required by federal or state law, licens, certification or registration, such
appointments are made without regard to minimum requirements contained in the
class specification. Emergency appointments shall not exceed sixty (60) working
days.

l. In-service placement of incumbents as a restilteallocations or reclassifications
shall be accomplished by the submission of posiimployee data. Reallocations or
reclassifications shall not be approved where incumbents do not meet minimum
requirements for the new classificams except wherenaagency request has been
approved under Sections 4.2.3 or 4.2.4. All reallocation requests shall be
accompanied by a current copy of a State of Mississippi Application except when
otherwise authorized by thdSPB Executive DirectorAll reclassificationrequests
shall be annotated in the SPAHRS Notes Section as to the amount of education,
experience, and/or certification/licensure possessed by the employee as is required for
the request.

J. A lateral transfer of a permanent state service employee, ateasgrvice employee
who has completed six (6) months of his/her probationary period, into the same job
class may be accomplished by the submission of the appropriate pesitpoyee
data.

K. Permanent appointments to ftiline positions in job classes positions, which are
exempt from the selection process, shall be accomplished in accordance with 4.2.9.

4.9.11 Procedures for Completing a Recruitment Request (Requisition)
When regesting recruitment to fill a vacancy, the following shall be in effect:

A. Please reference tiidi s si ssi ppi State Personnel Boar
software Training Manudbr detailed instructions regarding the procedures to enter a
recruitmern request (requisition).

B.The Mississippi State Personnel Boar dos
automatically assign thieeferredList request number.

C. Indicate requested recruitment type:
Openi To be used when the agency desires to recruit all qualified applicants.

Promotionali To be used when the agency desires to recruit qualified applicants
employed by the particular master agency and meeting the criteria for placement on
the promotional Bt See Section 4.9.4.

Transferi To be used when the agency desires to recruit qualified applicants
employed by the state and meeting the criteria for placement on the transtedist
Section 4.9.5
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G.

H.

. Special requirements should be noted. All requdst job related supplemental

guestions must be accompanied by appropriate justification and must be approved by
theMSPB Executive Directgprior to usage.

Travel ScheduleMUST be identified as: Some day only; Often day only; Some
overnight; Often Owvaight; or None.

Shift ScheduléVUST be identified as: Day only; Evening only; Night only.

When employees are hired into vacant positiond will be required to work in
multiple counties, all counties must be selected.

The requisition shall be bwmitted by an individual duly authorized to sifpr the
agency.

The requisition will be returned without action if not properly submitted.

4.9.12 Selective Certification

Requests for selective certification offerrals are considered upon adequate justification
submitted to thé1SPB Executive Director

A.

The MSPB Executive Directomay provide for an individual participating inrMSPB
approved agency eop program, upon completion of the approvedopoprogram

and subsequent graduation, to be selectively certified to fill a position on-a non
competitive basis, provided the individual meets the minimum educational and/or
experience requirements of the position.

Requests for selége certification shall be ade by the appointing authority or his or
her designee.

1. The special requirements for selective certification must be clearly stated and
justification for the request must be attached.

2. TheMSPB Executive Directoshall have the authority to modify @for deny any
request for selective certification.

4.9.13 Supplying ofReferred Lists

A.

No ReferredList shall be issued unless the agency has a vacancy or an impending
vacancy. The receipt by théSPB Executive Directoof a notice of termination with

a specific date of termination within 60 days shall signify a vacancy or an impending
vacancy.

Upon receipt of a properly filed requisitionReeferredList shall be submitted to the
appointing autority within three (3) working days after the closing date of the
associated job announcement. TReferredList shall contain the names of all
applicants meeting the qualifications of the position and any job related supplemental
guestions specified the agency.
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4.9.14 Appointments fromReferred Lists

A.

The appointing authority may appoint any applicant certified to the agency on the
ReferredList.

Initial appointments to fultime state service positions shall be made from those
referredon theReferredList.

. The agency shall submit to tidSPB Executive Directonotification of intent to

appoint from &ReferredList. Such notification shall camst of the actione®eferred
List and positioremployee data.

The life of aReferredList shall be one hundred twenty (120) calendar days from the
date of issue unless the time is otherwise extended BB Executive Director.

The expiratiordate is printed on each issue of ReferredList.

The appointing authority may return tReferredList, without any action taken, prior
to the one hundred twenty (120) day expiration period. The reason for such
cancellation should be noted in thgpeopriate space provided.

4.9.15 Geneal Instructions for Actioning a Referred List

When filling vacant positions through open job announcemerReferredList is issued by the
MSPB Executive Directoin response to a properly filed requisition. The following shall be in

effect:

A.
B.

A ReferredList can be used only for positions (PINS) itited on the requisition.

Action taken concerning eachferralshould be noted ithe appropriate space on the
ReferredList accordng to the proper codes. Please reference the Training Manual
for detailed instructions regarding specific codes.

If selection is not made, a new requisition and posting is required.

D. The agency is responsible for maintaining documentation for redelral actioned

F.

on theReferredList.

. The date of appointment may not be earlier than the datedfezredList is issued.

The MSPB Executive Director may consider earlier dat@henjustified by the
agency.

The life of aReferredList is one hundred twenty (120) days.

49.16 Consideration of ReductiorAn-Force and Reemployment Applicants

A.

B.

Agencies are encouraged to considgy applicant whose name is designated as RIF
on theReferredList.

Agencies should give full consideration to any applicant who was terminated from the
state in good standing within the past year.
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4.9.17 Concurrent Recruitment

The MSPB Executive Director shall initiate concurrent recruitment procedures when a
requisition is received by thMSPB Executive Director for a position for which an active
recruitment has been issued for the same geographical locatiess wuhfferent job specific
supplemental questions are requested for either requisition.

4.9.18 Correction of Errors In Certification Process

A. When errors are corrected by thiSPB Executive Drector, they may not nullify an
active ReferredList or appointment, but may result in the remosgibn name from
the ReferredList.

B. In the event that &eferredList is flawed through error and the error is discovered
before an appointment is maderir the ReferredList, the erroneous list may be
withdrawn and a correct list issued.

C. In the event that &eferredList is flawed through error and is discovered after an
appointment is made from the list, the list shall not be withdrawn, except by the
direction of theMPSB Executive Director.

4.9.19 Confirmation of Availability for Appointment

A. Agencies may make written, facsimile, electroroc telephone inquiries to those
referralsit chooses to interview.

B. Agencies are solely responsible for maintainingosufing documentson concerning
action taken on individuals whose names appearRef@redList.

C. Agencies are required to maintain documentation of compliance with the
requrements of Mississippi Code Annotated §-2351 (Selective Service
Registration). Males between the ages of 18 and 26 must submit proof of Selective
Service Registration as a condition for appointment and/or promotion.

4.10 APPLICANT'S REVIEW PROCEDURE

The MSPB Executive Directoshall establish a review procedure for assistance to applicants
pertaining to the selection process.

4.10.1 Review of Action

Individuals orreferralsrequesting a review of actions of the Office of Human Capital Core
Processes shall make a written request to the Director of the Office of Human Capital Core

Processes.

Such written request shall stipulate the reason the review is requested and shall

contan documentation supporting the applicant's position.

Should the decision of the Director of the Office of Human Capital Core Processes not prove
satisfactory to the applicant, the applicant shall make a written request M5B Executive
Director for eview of the action.
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4.10.2 Appeals
Applicants may appeal only as provided for in Section 10.9.
4.11 MEMORANDA OF AGREEMENT

Notwithstanding the policy and procedures outlined in Sections 3.0 through 4.10StB
Executive Directormay enter into agreements with state agencies and/or other entities to
accomplish the tasks specified herein.

4.12 APPLICANT INTERVIEWS

Any agency employee interviewing an applicant for a vacant position, whether for original or
promotional appointmenthsuld document each interview by making notes and maintaining a
file of the following infoma t i o n: ] 0 b s hame, [dae, andi time, Bamesi okthoser 6
interviewed, questions asked, major topics covered, whether or not applicant was hired, and
reasons for hire or nehnire.

4.13 QUESTIONS ASKED IN INTERVIEWS

Agencies should not ask applicants any questions, which may be discriminatory or are prohibited
by state or federal law. Federal laws and regubatiapplicable to ephoyment discrimination
include but are not limited to Title VII of the Civil Rights Act of 1964, The Equal Employment
Opportunity Act of 1972, the Rehabilitation Act of 1973, the Americans with Disabilities Act of
1990, the Age Disamination in Employent Act, the Older Workers Benefit Protection Act,

and the Uniform Guidelines on Employee Selection Procedures.

4.13.1 Questions to Avoid Asking Applicants

Unless job relatedness cha established as a bona fide occupational qudlditainterviewers
should not ask applicants leading questions including but not limited to: age or date of birth,
arrest, or conviction records, credit or garnishment records, family matters sucmtzer rsund

age of children, childcare requirements, marital status, health history, political affiliation, or
religious preference.

The interviews should focus primarily on a discussion of the essential functions of positions and
a consideration of the appéible written position descriptions as qmared to the ability of the
applicant to perform the essential functions of the position with or without reasonable
accommodations. Agencies are permitted, nevertheless, under the Americans with Disabilities
Act, to establish a standard that no individual poses a direct threat to the health or safety of other
individuals in the work place. Agencies are responsible for making certain that interviewers and
other employees are knowledgeable of the prohibitions iathbg the aboveeferenced federal

laws regarding premployment activities.

Chapter 4 Page21 Effective DateJuly 1, 2014



4.14 EMPLOYMENT AUTHORIZATION

A. Employment Requirements Under the Immigration Reform and Control Act of
1986 (IRCA)

Under the Immigration Reform and Control Act of 1986, Public Law Ne6®®
November 6, 1986 (IRCA), it is unlawful for an employer in the United States to hire
an alien or to continue employing an alien, knowing the akean unauthorized
alien. It is also unlawful for an employer to employ any individual without
complying with certain provisions for verification of both identity and eligibility for
employment. To comply with IRCA, state agency employers must exarmitanc
documents, after an individual has been hired (the term "hire" under IRCA means the
actual commencement of employment for wages or other remuneration), and attest on
a form called the Form9, that the documents provided by the employee have been
examined and that they establish both the employee's identity and eligibility for
employment. The employer must then retain the Foi®n which is subject to
inspection by both the U.S. Immigration and Naturalization Service (INS) and the
U.S. Departmentfd_abor (DOL).

IRCA also prohibits discrimination against applicants and employees because of
national origin or citizenship status in matters involving hiring, recruitment, job
referrals where a fee is involved, and discharges. However, persons laokfog |
status are not protected.

For detailed instructions on completing the For®, Irefer to the Handbook for
Employers  published by the INS, which can be found at
http://www.uscis.gov/files/fornrmi-274.pdf All state agency employers must adhere
to IRCA and the rules and regulations pertaining thereto.

B. Employment Requirements pursuant to Missssippi Code Annotated § 7411-3

Effective July 1, 2008, state agencies under the purvieMSPB shall verify the
employment authorization for any person or entity that is hired to perform work
within the State of Mississippi and to whom a United States Internal Revenue Service
Form W2 or Form 1099 must be issued and any person or company that provides
workers for another company, including but is not limited to leasing companies and
contract employers.

Verification of employment authorization must be conducted in accordance with the
Federal EVerify Program and it shall be the responsibility of the empigyagency

to verify employment authorization and to maintain records of employment
verification as required by state and federal laws.

SourceMississippiCodeAnnotated88§ 25-9-103,-119.
C. Hiring Prohibition
St at e asphall not engleyoriicontinue to employa person who has been

convicted or pled guilty in any court of this state, another state, or in federal court of
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any felony in which public funds were unlawfully taken, obtained or misappropriated
in the abuse or s officssar sngploymént or tomey poening ot 6
the personbés hands by virtue of the perso

SourceMississippiCode Anmtated§ 25-1-113(2).
D. Background Checks

While conducting a background check, MSPB enagesaagencies to determiriean

applicant owes a debt, particularly fraudulent debts, to the State which should be
repaid. To determine if an applicant has been overpaid unemployment benefits by the
State, the hiring authority may request access from the Mississippi Department of
Employment Securitytothewdba s ed system fAAccess Missis
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CHAPTER 51 CLASSIFICATION AND COMPENSATION
5.0 INTRODUCTION

Following an organizational restructuring MISPB in 2009, the functions of classification and
compensation have been subsumed into the Office of Human Capital Core Processes. Any
guestions regarding these functions shouléddressed to your Human Capital Core Processes
Consultants.

5.1 CLASSIFICATION

The MSPB Executive Director shall maintain the staide classification plan, which shall be
based upon objective analysis of the duties of eaghiayment position. Th&SPB Executive
Director shall assign each position an occupational class from the inventory of classes based
upon the duties performed. The steitde classification plan shall apply to state service as well

as nonstate service gsitions under the purview &iISPB. The plan shall be arranged so that
positions essentially alike are grouped into an appropriate occupational class, thereby ensuring
uniform treatment; likewise, positions not so alike shall be grouped into distincoupational
classes, thereby ensuring recognition of the nature and extent of any differences.

The assignment of a position to an occupational claasifin shall be based upon job analysis
data, to include the Job Content section of the Performancddpewent Assessment (PDA) or
the Role Description Questionnaire (RDQ), profesaligraccepted principles and guidelines for
position classification, and review of class specifications.

MSPB shall have the sole authority to limit, increase, combine, @telelccupational classes in
the statewide classifidan plan. Upon recommendation by the Director of the Office of Human
Capital Core Processes, an ocdigral class may be deleted from the stadie classifcation
plan if another occupational claséready adguately describeshé class, or if there are no
enployees in that occupational class. Further, upon evidence that two or moretiooalpa
classes have substantyalhe same tasks, duties, respitailities and minimum qualiéations, tle
Director of the Office of Human Capital Core Processes may meeo that occupenal
classes be combined.

5.1.1 Class Series

The Director of the Office of Human Capital Core Processes shall provide for class series within
the classification plan. Class series are arrangements of two or more related occupational
classes, sufficiently similar in types of work that they are assigdentical occupational titles
except for terminology, which reflects distinct class levels differing in complexity and
importance of duties and responsitieé. Class series shall provide an established framketo
recognize the increased value af employee who has acquired additional experience, skills,
and/or education, which are directly related to the job, and to provide for career mobility within
the manning level for the positions.

The Director of the Office of Human Capital Core Proceskali sstablish a staffing level for
each position allocated to an occupational class which is part of a job class series.
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5.1.2 Creation of New Occupational Classes

MSPB shall have the sole authiyr to create new occupanal classes. To discourage the
proliferation of unnecessarily similar occupatarclases, requests for new agpational classes

shall be approved byiISPBonly upon the production of compelling documeiotain support of

the reed to create new classes. In the absence of compelling documentation, such requests shall
result in the positions being assigned to already existingpatioumal classifications in the
MSPB& schedule of occupanal classes.

A. Class establighent requsts must include the following documentation:

1. A detailed letter of justification addressed to M8PB Executive Director, which
includes:

i.  the total nurber of affeced posiions;
ii. the types of ocquetional clasdications affeced, if any;

iii.  the exat nature by which the job has evolved, and/or makand exteral
condtions preipitating estalishment of the new class;

iv.  clearly drawn dignctions béween the prposed class and the most similar
clas®s in the exighg MSPBinventory of job classs;

v. the preise consguerces of not estdishing the new class;
vi.  why curent job clasdications do not meet ctent needs.
2. The proposed class specdtion for the request class.

3. All current regulatory and legal authority maéds (including citations)
governing performance of job futmens or which mandate or require the creation
of a new class.

4. Valid salary survey data submitted on a congadefAgency Saly Survey Data
Sheet.

5. Any other documentan requested by the Huma@apital Core Processes
Consultant.

B. Class establishments shall be effective following approvM 8i?B.
5.1.3 Class Specifications

Each occupational class shall have a unique class specification, whigtems theminimum
gualifications an individual should possess to perform the duties of the particular position at
entry. Statements of job duties and responsibilities do not limit the authority of the agpoint
official to assign, direct, and control the workesfiployees. The use of a particular illustration

of duties does not exclude others that are similar in nature, nor do the spengichctate that

each position allocated to the class will be assigned all the duties outlined. In determining the
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proper classification of a position, each class is considered to havelevetycharacteristics as
well as characteristics exhibited at full penfance.

No minimum qualification shall be established which excludes individuals based on age, sex,
physical rguirement or disability unless such qualification constitutes a bona fide occupational
gualification necessary for performance of essential functions.

5.1.4 Class Specification Revision

When revision of an egting classification is requested by a user agency either through a change
in the title, characteristics, examples of work, or minimum qualifiog, the Director of the
Office of Human Capital Core Processes shall evaluate the justification for thestedDnly

those revisions approved by thE&SPB Executive Director shall be implemented.

A. Class specification revision requests must include the following documentation:

1. Detailed letter of justification to the Director of the Office of Human CapitaéCor
Processes which indicates:

i. the total number of positions and type(s) of occupational clagfifisa
affected in the agency;

ii.  quantitatively documented recruitment difficulties experienced (if any);

iii. the exact nature by which the job has evohiediuding clearly drawn
distinctions between current specifications and proposed changes;

iv.  the preise consguertes of not revisg the class spdaation; and
v. why the exighg job clasdication does not meet awant needs.

2. The agency must anradeé the proposed revisions on the curmst8PB class
specification.

3. A current (less than twelve months old), legible Job Content section of the
Performance Development Assessment or Role Description Questionnaire signed
by the employee (if any) and curterr prospective supervisor, for each affected
position. A representative PDA or RDQ, appropriately signed, may be submitted
when all incumbents perform substantially the same work.

4. All current regulatory and legal authority miadéés (including citatios)
governing performance of job futians.

5. Any other documentamn requested by the Human Capital Core Processes
Consultants.

B. Revisions to class spé#ications for occpational classes currently on recro@nt
shall not be effective until the classtaken off recruitment.

Agencies will be notified when the validation processifiedpr occupations utilized
by the agency. Should an agency request revision to a classification after the

Chapter 5 Page3 Effective Date July 1, 2014



validation process is complete, the agency may be requineduo the cost of such
revision.

5.1.5 Mandated Changes to Class Specifications and Minimum Qualifications

It is the responsibility of the user agency to noM$BPB of changes to class specifications or
minimum qualifications necessitated by state or federal laws, regulations, guidelines, or other
lawful requirements for those respective classes utilized by the agency.

5.1.6 Class Specifications of Multiple User Agencies

When two or more agencies utilize or wish to utilize the same job classificatiohM SRS
Executive Director shall evaluate the needs of all user agencies in détgrthie content of the
class specification.

5.2 COMPENSATION

The Variable Compensation Plan (VCP) shall be the primary instrument establishing
compensation policy. MSPB shall administer appropriate cpensation plans and additional
compensation schedules in accordance with the policies established \B@RHer each fiscal

year, congruent with the intent of the Legislature as expressed in appropriations language and all
other pertinent rules, regulations, procedures, and statutes.

The compensation plans adopted M$PB shall govern adjustments to the base salasfes
employees and positions under its purview. In addition, these compensation plans shall govern
the establisment of the base salary of newly hired employees, employees returning to state
service after separation in good standing (reemmpént), and employees returning to state
service after an authorized leave of absence without pay (reappoifitand shall provide salary
adjustments for kservice movement (e.g., promotions and demotions).

5.2.1 Pay Range Assignment

The MSPB Executive Director shakhssign salary ranges to occupational classes in recognition
of the relative level of duties and responsibilities assigned to positions in an occupational class.
Salary ranges for new occupational classes will be based on valid salary survey data or
estallished relative to comparable job classifications or classification series.

In the alsence of valid salary sugy data, the salary range for a new octiopal class shall not
exceed the salary range of the most similar occupational class alreaaygewisa year or more

in the MSPBG& schedule of occupational classes, unless the tasks, duties, feitipessor
minimum requirements of the new occupa#ibclass substantially exceed those of the most
similar class.

5.2.2 General Compensation Rels

The rate of compensation certified by tM&SPB Executive Director under these provisions
constitutes total remuneration for services rendered. No supplementary compensation for
additional work performed for the state is paid except as authorized poliges govermg
additional compensatiorMississippi Code Annotated § Z6119(2)(c).
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A. All requests for salary certification shall be submitted to the Office of Human Capital
Core Processes.

B. The MSPB Executive Director certifies all salaries within thate service and nen
state service unless otherwise authorizeMByPB or by statute.

C. In no case shall a salary increase or other action result in the incumbent exceeding the
end salary of the job classification, unless specifically provided for indtigis.

D. In coordination with appointing authoritie)SPB may set the annual salaries of
those appointed officials whose salaries are not otherwise set by statute who work on
a full-time basis in the capacity of agency head, executive director or adatorisif
any state department, agency, institution, board or commission under the jurisdiction
of MSPB as provided in Mississippi Code Annotate@ 859-101 et seq, in
conformity with theMSPBb s compensation pl an. Sal ari es
in their professional capacity as a physician, dentigtse practitioner, veterinarian,
or attorney shall be set in accordance with Mississippi Code Annotated98 25
107(c)xiii).

E. No employee under the salary setting authorityM8PB shall receive an annual
salary or compensation greater tH#&0 percent of the maximum salary fixed in law
for the Governor, except for the Executive Director of the Mississippi Development
Authority as set by the Governor; and no empklwithin an agency shall receive an
annua salary greater than the agency head. However, in dacoe withMississippi
Code Annotated 253-39(2), MSPB, based upon its findings of fact, may exempt
physicians and actuaries when the asijon of such professional services is
precluded basednothe prevailing wage in the relevant labor market. Compensation,
for the purposes of this section, iI's def
additional or special compensation, less paid fringe, authorized by state or federal law
or as otherwise pwvided inMSPB policy. Further, agencies are required to ensure
that no employees subject to the overtime provisions of the Fair Labor Standards Act
of 1938, as amended, are scheduled to wo
total annual compensatido exceed that of the governor or the agency director.

F. Payment of retrodive pay shall be certified by thelSPB Executive Director for
employees in the state service in accordance with the Caistitof Missisippi,
Article 4, Section96 (18®). Generally, a administrative error justifiesetroactive
pay only when an employee was legally owed money thet to theadministrative
errorwas not paid.SeeMS AG Op.20140059 Mosley (February 21, 2014) and MS
AG Op.2014006Q Mosley (February 22014).

G. Thesalary rangef an employee in a supervisory status should be supersgaiany
rangeto that of the emplages being supervised. Exceptions will be considered by
the Office of Human Capital Core Processes on a-logsase basis. So astno
violate the principle of seniority or tirrie-service, a subordate employee may have
an actual salary equal to or greater than the supervisor.
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H. The rate of compensation to be paid an employee or prospective employee shall be
certified on the basisf the stadard work period for fultime enployment and in
conformity with the salary rangesagned the job class for which piayed. Payment
for parttime sevice shall be cerfied on this basis and in proportion to time actually
worked. Anempoyeeds starting salary shal/l be
range of the job class to which he or she is assigned. Thehimaate of the
corresponthg salary is to be used for positions auwibed to work forty hours per
week and the holy rate is to be used for positions authorized to work less than forty
hours per week.

5.2.3 Implementation of Salaries

An appointing authority shall notify the Director of the Office of Human Capital Core Processes
of the need to establish a salary or to adjust an existing salary as the result of an approved
employment position or personnel transaction in accordance witlortieg procedures.
Mississippi Code Annotate®l259-119(2)(c).

A. Only those salary increaseesulting from aproved position and personnel
transactions for which provisions have been made during the legislative
appropriations shall be implemented during the fiscal year, except WHeRB
authorizes implementian outside the condition of thisile.

B. All salary adjustments shall be effective on the first day of the month. The
transaction may be transmittedNtSPB before the requested effective date or in the
month of the requested effective date.

5.3 ALLOCATION OF EMPLOYMENT POSITIONS

State service positions and those 1state service positions under the purviewi&PB shall be
allocated by the MSPB Executive Director to an appropriate occupational class based on the
level and complexity ofasks, duties and responsibilities assigned to that position.

5.3.1 Reallocation of Positions

MSPB provides for the adjustment in classification of a position through the reallocation process
when the Office of Human Capital Core Processes determines i¢jmficant job content
changes have occurred.

Downward and lateral reallocation requests arecgssed throughout the year. Upward
reallocations are typically requested through the legislative budget process in accordance with
the provisions of the Stafflanagement Planning Instiens for the appropriate fiscal year.
However, each agency head shall have the opportunity to document the need ftwdgeird
reallocation by demonstrating that a bona fide staffing need exists that cannot be adequately
addressed through normal budget proceduk&SPB will consider reallocations outside the
legislative process only upon certification by the agency director that adequate funds are
available. The submission of any transaction through SPAHRS shall bearedsah official
request from the agency head or appointing authority. Such submission shall serve as
certification that adequate funding is available.
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5.3.2 Requests for Reallocations (Upward, Downward, Lateral)

Requsts for reallocations must be submitted through SPAHRS and supporting documentation
sent to the agencyods Human Capital Core Pr o
requests for filled positions which exercise supervisory responsibilities andsalast criteria

identified in the policy memorandurAdministration of the Variable Compensation Rléor the

current fiscal year, should also be submitted toMI$#B Executive Director in a detailed letter

of justification, together with the appropeatiocumentation, and will be presented/A8PB for

its approval. For all other reallocation requests, the notes as entered into SPAHRS serve as the
requestoés justificati on; however, when deeme:
Processes Consults may request additional justification.

All reallocation requests approved MSPB will be effective on the date specified MSPB.

All other approved reallocation requests will be effective no earlier than the first day of the
month in which the reques and iits supporting documentatio
Human Capital Core Processes Consultants. In extraordinary circumstances, the MSPB
Executive Director or the Director of the Office of Human Capital Core Processes may at their
discretion aprove an earlier effective date.

Downward and | ater al reall ocations may be ap
Processes Consultants. Upward reallocations of vacant positions must be approved by the
Director of the Office of Human Capital Core Pesses. Upward reallocations of filled
positions which do not requirBISPB approval must be approved by the MSPB Executive
Director.

The justification for the downward or lateral reallocation of a vacant position request must be
entered into SPAHRS witlhé following information entered into the SPAHRS Notes Section:

A.A description of how the positionds duti e

B. Why the agency believes the proposed classification better describes the new duties,
and

C. A description of th&onsequences, if any, of disapproval of the request.

The justification for an upward reallocation or downward or lateral of a filled position request as
entered into SPAHRS or in a letter to MM8&PB Executive Director must include:

A. Adescriptionofhowt he positionébés duties have subst

B. Why the agency believes the proposed classifin better desdres the new duties,
and

C. A description of the consequences, if any, of disapproval of the request.

The following is required withevery upward reallocation and for the downward or lateral
reallocation of a filled position request:

A. A valid Job Content section of the Performance Development Assessment (PDA) or
Role Description Questionnaire (RDQ), completed within the last twelve sanith
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signed by the positionds incumbent and
supervisor only,

B. Organizational chart pages, signed by the appointing authority or an authorized
designee, depicting both the current and the proposed placenwntahich
reallocation is requested, as well as the placement of any other relevant positions,

C. Copies of any federal or state regulations, case law, or statutes that have bearing on
the proposed action,

D. Justification for any change from naitate service tetate service, or the reverse. In
either case, statutory authority must be citéldssissippi Code Annotated 259-
107(c). Incumbents of filled positions changing from 4state to state service status
must be selected from ReferredList, except wherx the proposed classification is
exempt from the initial competitive selection process.

E. Any additional documentation requested by the Human Capital Core Processes
Consultants.

On-site desk audits, conducted MSPB staff, may be required as a componenthef analysis
of upward reallocation requests.

In addition, the following is also required for filled positions:
A. A current (completed within the last twelve months) State of Mississippi Application,

B. A written acknowledgement signed by the affected em@pyethe request is a
downward reallocation, and

C. A written acknowledgement signed by the affected employee indicating agreement
with loss of state service status, if applicable.

Before the request can be approved, the incumbent must have a valid peréorevéew rating.
Following approval, SPAHRS will create a new 3f%y performance review period beginning
the effective date of the reallocation.

The authorized salary for an upward reallocation of a filled position shall be in accordance with
the provisons for the Promotional Formula indicated in the policy memorandaiministration
of the Variable Compensation Plgor the current fiscal year.

5.3.3 Reclassification

A reclassification is a change in the classification of a position to a higher occupational class
within the same occupationalass series, where the change in job title is a result of the
individual obtaining certification or licensure or acquiring peiEicy in job duties. It is the
policy of MSPB to provide for reclassification of a position belonging to a class series by
recognizing the increased value of an employee who has acquired additional expskidisce
and/or education which is directlglated to this job. Reclassification provides a career ladder
affording mobility for qualified individuals to advance to higher classified positions, which are
substantially similar in thgype of work performed. Each year, on an announced date ptio to

Chapter 5 Page8 Effective Date July 1, 2014



fiscal year conversionMSPB accepts requests for additions and deletions to the authorized
schedule of reclassifications. Once reclassificatemthority is approved byMSPB,
reclassification actions may be implemented at the discretion of the adwacy The
reclassification authority also allows the agency to reverse the reclassification.

Employees reclassified to higher levels within a series retain their current status, status date, and
hire date in the new classification to which reclassifiedhe authorized salary for a
reclassification shall be in accordance with the provisions for the Promotional Formula indicated
in the policy memorandunAdministration of the Variable Compensation Rléor the current

fiscal year. In no case shallenmpl| oyeeds salary be certified
salary of the new classification.

Before the reclassification can be approved, the incumbent must have a valid performance
review rating. Following approval, SPAHRS will create a new-8&% performance review
period beginning the effective date of the reclassification.

5.4 APPOINTMENTS

Vacancies which are not filled by transfer, promotion, or demotion shall be filled by
probationary appointment, reemployment, or emergency appointment. Salaries paid upon
appointment shall be the minimum that will attract suitably qualified applicanjsf@penings

consistent with the provisions set forth in the policy memorand&dministration of the

Variable Compensation Plarfor the current fiscal yearThe date which is entered into the
statewide human resources information systems as the emmploge hi r e dat e for ar
shall be the first date on which the employee reports for work. Requests to change this date once
entered and processed by MSPB must be submitted in writing by the agency head providing a
justification for the requestedhange.

5.4.1 Original Appointment and Salary Determination

Original appointments are made competitively fromRaferred List, or are made nen
competitively where exempt from the selection process. See Chapter 4.

5.4.2 Standard New Hire Salary

At no time wll an employee be paid below the federally mandated minimum wage. See the
policy memorandumAdministration of the Variable Compensation Bldéor the current fiscal
year to determine the authorized salary for a new hire.

5.4.3 New Hire Flexibility

New Hire Flexibility, not to exceedlO percent, may be awarded when the etianaexperience,

or professional certification possessed by the applicant exceeds the minimum requirements for
the job classification to which appointed. See the policy mermdarapAdministration of the
Variable Compensation Plaffior the current fiscal year for provisions detailing the awarding of
New Hire Flexibility.
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5.4.4 Agency Head Flexibility

Agency Head Flexibility may be awarded to individuals who are classified astaienservice

and report directly to the agency head or a key excluded official, or advocate substantive agency
policy. See the policy memoranduAdministration of the Variable Compensation Pfanthe

current fiscal year for provisions detailing theaading of Agency Head Flexibility.

5.4.5 Recruitment Flexibility

Recruitment Flexibility, in exces of the assigned start salary, may be agehwhen an agency
can document recruitment difficulties. A request for Recruitment Flexibility must be submitted
for MSPB approval prior to a job offer or appomeént of an applicant in accordance with the
provisions ouined in the policy memorandundministration of the Variable Compeitisan

Plan, for the current fiscal year.

5.4.6 OpenCompetitive NewHire
When hiringpersonnel to fill a vacancy, the follavg shall be in effect:
A. The hire date carot be earlier than the date of issue ofRe¢erredList.

B. The salary shall be set in accordance with ioas outlined in the policy
memorandumAdministration of theVariable Conpensation Planfor the current

fiscal year.
C. Al l competitive new hires shal/l be prob
popul ate in the fAservice statuso field o
in SPAHRS.

D. For an opercompetitivenew hire of a probationary employee, the employee shall
retain his/her status date and is required to complete the balance of the existing
probationary period.

E. SPAHRS will create a new 3&fay performance wew period beginning the
effedive date of th@ersonnel trarection. See Chapter 8.

F. The following docmentation is to be submitted to the Office of Human Capital Core
Processes for a competitive new hire request:

1. TheReferredList must be actioned; and

2. Detailed justification if New Hire Flekility is requesed. (Refer to the policy
memorandumAdminigration of the Varable Compenga&n Plan for the current
fiscal year.) After the appointment process is complete, display the action and
press F5 to add notes describing the extent to wiiehetnployee exceeds the
minimum education and/or experience requirements for the occupation.

Please reference the SPAHRS User Training Workboolkt@t/www.mmrs.state.ms.us your
Human Capital Core Process€onsultants for more detailed information regarding the hiring of
an employee.
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5.4.7 Overlap New Hire and New Hire Flexibility

In rare circumstances, an agency may elect to hire a replacement up to ninety days prior to the
separatiorof an employee in order that teeparatinggmployee may provide specialized training
to the new employee.

The effective date of the Overlap New Hire cannot be greater than ninetglaratitys from the
effective date of separan by theseparatinggmpbyee.

The following documenteon is to be submitted for competitive overlap new hire requests:
A. The actionedReferredList; and

B. Detailed justifcation if New Hire Flexibility is rguested. (See the policy
memorandumAdministration of the Variable Corapsation Plan for the current
fiscal year.) After the appointment process is complete, display the action and press
F5 to add notes describing the extent to which the employee exceeds the minimum
education and/or experience requirements for the position.

The following documenteon is to be submitted for necompetitive overlap new hire requests:
A. A completed State of Mississippi Application; and

B. Detailed justifcation if New Hire Flexibility is rgquested. (See the policy
memorandumAdmiristration of the Varable Compend@n Plan for the current
fiscal year.) After the appointment process is complete, display the action and press
F5 to add notes describing the extent to which the employee exceeds the minimum
education and/or experience requiremsefor the occupation.

5.4.8 NorCompetitive New Hire and New Hire Above Start
When norcompetitively hiring to fill a vacant position, the following shall be in effect:

A. The hire date for an exempt appointment cannot be earlier than the date received by
MSPB, the individual must meet sete@n criteria.

B. The hire date for a necompetitive new hire will be the date the individual begins
work. The request must be received M$PB before or within five working days
after the individual begins work.

C. The authorized salary for a n@ompetitive new hire shall be set in accordance with
provisions outlined in the policy memorandudminidration of the Variable
Compensation Plgrfor the current fiscal year.

D. Appointments to statservice pogions forexempt job classes shall be probaion
and the status code A200 will/l popul at e
Employee Agency Info screen.

E. SPAHRS will create a new 3&fay performance wew period beginning the
effedive date of the peaginel transactionSee Chapter 8.
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F. The following docunentation is to be submitted for a rRoompetitive new hire
request:

1. A completed State of Mississippi Application; and

2. Detailed justification if New Hire Flekility is requesed. (See the policy
memorandumAdministration of the Variable Competiga Plan for the curent
fiscal year.) After the appointment process is complete, display the action and
press F5 to add notes describing the extent to which the employee exceeds the
minimum educationrad/or experience requirements for the occupation.

5.4.9 PartTime and Time-Limited New Hire

The appointment of an individual scheduled to work less than forty hours a week and/or less than
twelve months per year constitutes an hourly or-fiar¢ apointment. When hiring personnel
to fill a parttime position, the following shall be in effect:

A. The hire date is the date the individual begins work. The request must be received by
MSPBbefore or within five working days after the individual begins work.

B. The authorized salary for a paitme new hire shall be in accordance with the
provisions outlined in the policy memorandudministration of the Variable
Conpensation Planfor the current fiscal year.

C. All part-time enployees must meet selection criteria.

D. All part-time positions shall be nestate service in accgdance with Mississippi Code
Annotated 8 2®-1 07 ( c ) ( xi ) . The status code fill
statuso field on the Maintain Employee Ag

E. All time-limited positions shall be nestate service in accordance with Mississippi
Code Annotated 8 28107 (c) ( xi v) . The status code
Aservice statuso field on the Maintain En

F. SPAHRS will create a new 3&tay performance naew period beginning the
effedive date of the personnel transaction. See Chapter 8.

G. The following documentation is to be submitted for a-gare new hire request:
1. A completed State of Mississippi Application, wherguieed; and

2. Detailed justification if New Hire Flexibility is requested. (See the policy
memorandumAdministration of the Variable Competiga Plan for the curent
fiscal year.) After the appointment process is complete, display the action and
press F5 to addates describing the extent to which the employee exceeds the
minimum education and/or experience requirements for the occupation.
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5.4.10 Emergency Appointment

An emergency appointent is defined as the emplagnt ofan indivicual for a specified period
of time to perform tasks which directly or indirectly involve the continuing care and protection
of life or property.

A. Emergency appointments shall be limited to classes and positions normally filled
competitively froma ReferredList. The Office of Human Capital Core Processes
shall evaluate each request for emergency appointment prior to certification based on
the following criteria:

1. Justification provided by agency;

2. Patient anfbr security support;

3. Number of vacaries in the class within the requesting agency; and
4. The period of time those vacancies have existed.

B. The effective date cannot be earlier than the dapeospd by the Office of Human
Capital Core Processes.

C. The authorized salary for an emgency hire shabe the start salary of the class to
which appoingd.

D.l ndividuals hired on an emergency basis ¢
in the fiservice statuso field on the Main

E. An emergency appointment shall notcegd sixty wrking days. The appointing
auhority shall be responsible for initiating appr@te action to pm@ude any
emergeny apointment extending beyond the limit of sixty working days.

F. The following docmentation must be subrtetl with an energency appoiment
request:

1. Detailed justification outlining the emergency nature of the appent; and

2. Proof of valid licensure, registration, or certificen when required under state or
federal statute for the job class to which appaznt

5.411 Reappointment (Return from Authorized Leave of Absence)

An individual separated on an authorized leave of absence, e.g., military, extended iliness,
educdion, and leave of absemeinder provisions of Mississippi Code Annotated $8-28, 25
3-95, 259-125, and 331l-21 is eligible for reappointment.

When reappointing an employee RETURNING FROM AUTHORIZED LEAVE OF ABSENCE,
the following shall be in effect:

A. For nonmilitary leaves of absence, eligibility for reappointment is valid for one year
from the date of the beginning of leave. For reappointment eligibility for leaves of
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absence due to military duty, the provisions of the federal Uniformed Services
Empoyment and Reemployment Rights Act (USERRA) of 1994 apply.

B. Reappointment under these provisions shall be restricted to the same occupational
class as occupied at the time of separation, except as provided for by USERRA.

C. Upon reappointment, the employestatus shall be the same as it was at the time of
separation and shal/l be reflected by the
the status date. If the employee was permanent state service at separation, the status
date shall not be altered. tHe employee had not completed the twelve month proba
tionary period, a new status date shall be ddteed by adding the number of days
out of state service to the status date at the time of sepata allow the individual
to complete twelve monthg supervised probation.

D. The effective date shall be the date requested by the agency. The request must be
received byMSPB before or within five working days after the individual begins
work.

E. The authorized salary for a reappointment shall be no morehbaturrent salary at
the time of the separation unless general compensation radjust were effected
since the date of the septina. Such adjustments shall be added to the current salary
where applichle.

F. SPAHRS will create a new 3afay performaoce review period beginning the
effective dateof the personnel traastion. See Chapter 8.

5.4.12 Reemployment Into the State Service

An individual separated in good standing for reasons other than an authorized leave of absence
may be reemployed iatthe same job class from whiskeparated

A. Individuals reemployed into a different job class from whieparatedhall be hired
under the provisions for Appointments in this chapter.

B. The appropriate selection criteria shall apply.
C. The effective date for themployees shall be:

1. RIF Reenployment Listi cannot be earlier than the date fReferred Listwas
issued,;

2. Alternative Reemployment Ligt cannot be earlier than the date Beferred List
was issued,

3. Exempt Clas$ camot be earlier than the date received\Mb$PB, provided the
individual meets sel&ion criteria; and,

4. Noncompeitive New Hire1 the date the indidual begins work. e request
must be reeived byMSPBbefore or witlin five working days after #nindividual
begins work.
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D. The authorized salary for reempfognt shall be no more than the current salary at
the time of separation unless salary realignments were effected since the date of the
separation. Such adjustments shall be added to the csafant where applicable.

E. Upon reemplognent due to a Reductidn-Force, the employee's status date and hire
date shall be the same as it was at the time of deparalf the emploge was
permanent at separation, the status date and hire datenghbe altered. If the
employee had not fully compkd the probationary period, a new status date shall be
determined by adding the niber of days out of state service to the status date at the
time of separation. Reemployment for reasons other thadadRonin-Force shall
receive a new status date equal to the new hire date.

F. SPAHRS will create a new 3&fay performance wew period beginning the
effedive date of the personnel tracsion. See Chapter 8.

G. The following docunentation must bsubmitted with a reemployment request:
1. An actionedReferredList, where apptiable; and
2. A completed State of Mississippi Application, where agaiie.
5.4.13 Retiree Employment

When requesting the reemployment of a retired state employee, not negessiamiing to the

same job class from which retired, and for (1) a period of time not to exceduhlbrad the

normal working days for the position during which the employee will receive no more than one

half of the salary for the position, or (2) fopariod of time in any fiscal year sufficient in length

to permit a retiree to earn not in excesbper cent of retireebds avera
If a retiree is hired outside the guidelines noted above, the retirement benefit of such retiree must

be terminated immediately and the employer must immediately begin reporting that individual to
PERS as any other active member would be reported.) See Mississippi Code Annotaldd § 25

127.

A. The effective date shall reflect a minimum of ninety (90) dagsnfthe date of
Retirement. PERS Regulation 34 provides that if the retired member is reemployed
by the same or another covered employer in any capacity, including that of an
independent contractor as well as service without pay, within ninety (90) rdewys f
the effective date of retirement, or is guaranteed such reemployment, the member
shall be considered to have continued in the status of an employee and not to have
separated from state service.

B. The authorized salary shall be no more than the saladytpahe individual prior to
the employeebs retirement, except that th
pay range of the job class to which appointed.

C. Upon reemployment of a retired employee, the status and hire date shall reflect the
newdate of hire and status.
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D. The employer is required to notify PERS of the reemployment of a retiree under one
of the above exceptions within five days of reemployment on a Form 4B,
Certification/Acknowledgment of Reemployment of Retiree.

E. SPAHRS will createa new 365day performance period beginning the effective date
of the personnel transaction. See Chapter 8.

F. The following documentation must be submitted with reemployment of a retired
employee request:

1. An actionedReferredList, where applicable;
2. A completed State of Mississippi Application, where applicable;

3. Detailed justification, which describes the circumstances surrounding the
reemployment of a retiree. After the appointment process is complete, display the
action and press F5 to add notes.

5.4.14 Dual Employment and Salary Determination

An individual may be employed by more than one state agenbty @r state agency and an
institution of higher learning in two patime positions, or one fulime and one paitime
position. Policies, rue and procgures governing appoimients shall apply.

Under Fair Labor Statards Act (FLSA) regulions, the State of Missfpi is considered to be

one employer. Therefore, eligible (rerempt) employees who work for two entirely different
agencies in state government in the same workweek are considered joint employees, and must be
paid overtime or must be provided compensatory time off for a combination of hours worked in
excess of forty (40) hours. Overtime payment or @iovi of comperetory time should be
computed aoordng to current FLSA rules issued by the U.S. Dapartt of Labor.

5.5 IN-SERVICE MOVEMENT

All in-service movement is subject to the provisions of the policy memoramtiministration
of the Variable Compensation Plafor the current fiscal year. In addition, the following
provisions apply.

5.5.1 Promotions

Promotions may be made in one (1) of three (3) ways subject to approval of the Director of the
Office of Human Capital Core Processes

A. Agencyonly conpetitive;
B. Agencyonly noncompetitive; and
C. State service copetitive.

See also Chapter 4.
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5.5.2 Promotion (Intra-Agency)

When requesting the promotion (within agg/master agency) of a state service employee who
has satisfactdy completed six months of service, the following shall be in effect:

A. A valid performance review rating shall be requiredomp to procesmg the
transaton. See Chapter 8.

B. Promoted ermloyees retain status date and hire date in the new position to which
promoted.

C. SPAHRS will create a new 3&fay performance wew period beginning the
effedive date of the personnel trasion. See Chapter 8.

D. The following docunentation is to be suttted with an intreagency promotion
request:

1. A completed State of Mississippi Application, if a raampettive promdion.
5.5.3 Promotion (Inter-Agency)

When requesting the promotional transfer (iw#gency)of a state service employee, the
following shall be in effect:

A. The requested effective date must coincide to reflect no break in service and may be
as follows:

1. Competitive State Servideeffective any time during the month provided it is no
earlier thanhe date th&eferredList was issued;

2. Exempti cannot be earlier than the date the request wesivied by MSPB
provided the individual meets selection criteria;

3. Non-Competitive New Hirg the date the indidual begins work. The request
must be reeived byMSPBbefore or within five working days after the individual
begins work.

B. Promoted employees retain status date and hire date in the new position to which
promoted.

C. SPAHRS will create a new 3&fay performance wew period beginning the
effedive date of the personnel tration. {(See Chapter 8.

D. The following docmentation is to be submitted with a promotion request:
1. A ReferredList, if a competiive pranation; and
2. A completed State of Mississippi Application, if a proympettive promdion.

i's the transferring agencyods responsi

E. It
indicating an employeeds transfer on the
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5.5.4 Lateral Transfer (Intra-Agency)

When requesting the latéraansfer (within agency/master agency) of a state service employee
to a position in state service, the folliogyy shall be in effect:

A. A valid perfomance review rating shall be required prior to processing the personnel
transaction. See Chapter 8.

B. Laterally transferred employees retain their status date (except as otherwise stated in
Section 2.1.1) and hire date in the new position to which transferred.

C. SPAHRS will create a new 3&fay performance wew period beginning the
effedive date of the persoel transaction. See Chapter 8.

D. The following documentation is to be submitted with a lateral transfer-@gtacy)
request if the transfer is to a different occupational class:

1. The actionedReferredList, where applicable; and
2. A completed State d¥lississippi Application, where applicable.
5.5.5 Lateral Transfer (Inter-Agency)

When requesting the lateral transfer (irdgency) for a state service employee to a competitive
or norrcompetitive positionn state service, the following shall be in effect:

A. The requested effective date may be as follows:

1. Competitive State Servideeffective any time during the month, provided it is no
earlier than the date thieferredList was issued;

2. Exempti cannot beearlier than the date eeived by MSPB provided the
individual meets selection criteria;

3. Non-Competitive New Hirg the date the indidual begins work. The request
must be reeived byMSPBbefore or within five working days after the individual
beginswork.

B. Laterally transferred employees retain status date (except as otherwise stated in
section 2.30.1) and hire date in the new position to whichfenaed.

C. SPAHRS will create a new 3&fay performance review period beginning the
effective date of thpersonnel trarection. See Chapter 8.

D. The following documentation is to be submitted with the lateral transfer -(inter
agency) request if the transfer is to a different occupational class:

1. The actimedReferredList, where apptable; and

2. A State of Mssissippi Application, where appéble.
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E. It I's the transferring agencyo0s responsi
indicating an employeeb6s transfer on the

5.5.6 Demotional Transfers

An employeemay be demoted because of iagdate performance,isgiplinary reaons, a
redudion-in-force, or voluntaty. When the affected empleg is a permanent state service status
enployee, written notice of intent to effect any ddioo and the reason feuch action shall be
given to the emplage at least ten working days prior to the effective date of the tammaAll
adions adverdg affecting compesation or employent status require that the permanent state
sewvice status employee be givan opportunity for a confence with the gmointing authority or
desgnated reprgentative and to respond in writing prior to any such action.

5.5.7 Demotional Transfer (IntraAgency)

When requsting the demotional transfer (integency) of an employee (voluntary or for cause),
the following shall be in éct:

A. A valid performance review rating shall be required prior to processing the
transaction as requested from the agency. See Chapter 8.

B. Demoted employees retain &ts date and hire date in the new position to which
demoted.

C. SPAHRS will create a new 365 day performance review period beginning the
effective date of the personnel transaction. See Chapter 8.

D. The following documentation iotbe submitted with a demotional transfer (intra
agency) request:

1. A completed State of Mississippi Application;

2. A statement signed by the employee acknowledging the demotion (voluntary
only); and

3. Detailed justification if demotion with extraordinary circst@ances is requested.
After the demotion process is complete, display the action and press F5 to add
notes describing the need to retain the

5.5.8 Demotional Transfer (InterAgency)
When requesting a demotional transfer (iretgency), the following shall be in effect:
A. The requested effective date shall be as follows:

1. Competitive State Servideeffective any time during the month provided it is no
earlier than the date tliRefaredList was issued,

2. Exempti cannot be earlier than the datecewed by MSPB provided the
individual meets selection criteria;
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3. Non-Compeitive Appointmenti the date theindividual begins work. The
request must be received YSPB before or withinfive working days after the
individual begins work.

B. Determination of salary for a demaotial (interagency) transfer shall be in
accordance with the policies and procedures outlined in the policy memorandum,
Administration of the Variable Cgmensation Rdn, for the current fiscal year.

C. Transferred and demoted employees retain their status date and hire date in the new
position to which transferred and demoted.

D. SPAHRS will create a new 3&fay performance wew period beginning the
effedive date of th@ersonnel trarection. See Chapter 8.

E. The following docmentation is to be submitted with a demotional transfer {inter
agency):

1. The actionedReferredList, where applicable; and
2. A completed State of Mississippi Application, where agaiie.

3. Itisthet ransferring agencyds responsibility
indicating an employeebds transfer on th

5.5.9 Dual Transfer (Intra-Agency)

When transferring positions between two curranpeyees, the applicable preceding policies,
rules, and procedures goverg promotions, lateral transfers, and/or demotions shall apply.

5.6 DETAIL TO SPECIAL DUTY

When the services of an employee are temporarilgegten a position within the employing
agency other than the position to which regularly assigned, the employee may be required, at the
discretion of the appointing authority, to perform the tasks of such a position for a period not to
exceed 180 days witlut a change in position title or employee status.

A. A probationary employee in a state service position assigned to special duty shall not
be required to serve an additional probationary period.

B. When an employee is assigned the duties of a position tiatars equal or higher
pay range, a temporary salary award uyi@@ er cent above the det ¢
current salary may be awarded when justified and approved by thetd@irof the
Office of Human Capital Core Processes. The position to which the employee is
being detailed must be vacant or filled by an incumbent who is not available for duty
due to an authorized leave.

C. In unusual circumstances, a detail beyond 183 dagy be authorized by the Director
of the Office of Human Capital Core Processes umoiiten request by the
appointng authority.
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D. If an employee is being detailed to a filled position, the incumbent of the filled
position must have been absent for astighirty days prior to the request for detail.
In extraordinary circumstances, the agency may request Director of the Office of
Human Capital Core Processes approval of actions which do not meet -tiay 30
requirement.

E. Any salary increase certifiedfepecial duty shall be withdrawn upon completion of
special duty.

F. No more than one employee may be awarded Detail to Special Duty Pay for assuming
the responsibilities and functions of a single position.

G. The following documentation is to be submittediioet agency és Human Ce
Processes Consultant with a Request for Detail to Special Duty:

1. Detailed justification which indicates the position to which the employee is being
detailed and the duties to be assigned while performing in the detail capacity

2. A statement from the employee acknedging the temporary sajaincrease and
the subsguent salary withdrawal upon cgietion of special duty; and

3. Organizational chart pages, signed by thpoaqting authoty, depicting both the
employee's posion and the position to which the employee will beaded.

4. If an employee is being detailed to a filled position, the date on which the absent
employee is expected to return.

Please reference the SPAHRS User Training Workbooblktgdt/www.mmrs.state.ms.us your
Human Capital Core Processes Consultants for more detailed information regarding the
submission of Detail to Special Duty Pay requests.

5.6.1 DFA Pilots

The Executive Director ahe Department of Finance and Administration has authority to set the
salaries of all licensed jet pilots assigned to the Office of Air Transportation within the salary
range set byMSPB. Such pil ots arsdaydditionad Campgendatiore f or
Further, all licensed jet pilots assigned to the Office of Air Transportation Services shall serve at
the will and pleasure of the Executive Director of the Department of Finance and Administration.

5.7 ADMINISTRATION OF ADDI TIONAL COMPENSATION SCHEDULES

MSPB shall establish and adnister additional compensan schedules to accommodate the full
and effcient operation of an agency in the delivery of esaksérvices within or outside of the
standard work schedule or the standard work place.

5.7.1 Application of Additional Compensation

In accordance with the policy memoranduiadministration of the Vaable Compesation Plan
for the current fiscal year, th®ISPB Executive Director may recommend MSPB those
occupational classes certified for payment under provisions governing additional compensation.
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The MSPB Executive Director, with the approval oMSPB, shall amend additional
compensation schedules based upon evaluation of labor market conditions and the economic
value of comparable services within relevant public sectors and the relevant private labor market,
if any.

5.7.2 Agency Authorization forAdditional Compensation

A. To request authorization of additional compensation, the appointing authority shall
submit a letter to thiMSPB Executive Director fully explaining and justifying the
request.

B. Determination as to agency authorization for additional compensation shall be subject
to approval byMSPB.

5.7.3 Certification of Employees for Additional Compensation

The appointing authority shall indicate in SPAHRS those positions to be certified payment of
additional compensation and of the need to decertify employees no longer working under the
conditions set forth in the provisions governing additional compiensa

5.7.4 Occupational Class Authorization or Rescindment of Additional Compensation

A. The appointing authority shall indicate in SPAHRS which occupational classes ar
necessary to accommodate the full and efficient operation of the agency in the
delivery of essential services within or outside the confines of the standard work
period and the standard work schedule as defined below:

1. Standard work period: an eight homorkday, a forty hour workweek, a 173.929
hour work month, and a 208.43 hour work year.

2. Standard work schedule: the hours of work distaéd by an appointing authority
for individuals enployed within the agency, which tyally begin at 8:00 a.m
and end at 5:00 p.m. each day with a one hour interval for a lunch period.

B. Any position change affecting the classification of a position certified for additional
compensation will cause the certification to be automaticaligoved from the
position.

C. Where certification is required as a prerequisite for authorization of additional
compesation for an ocqeional class, the agency is respdesifor verifying
receipt of certificion by the individial for which addional compensation is
requestd and indicating in the SPAHRS payroll segment the hours worked which
qualify for additional compensation.

D. An individual shall not be certified to receive more than three types of additional
compensation during a single pay period.
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5.8 SPECIAL COMPENSATION PLANS

MSPB may establish, maintain, and amend special compensation plans within the Variable
Compensation Plan to compensate employees within selected occupational classes based on a
demonstrated inability to comigesatisfactoly for employees in terms of pay or availability.

Only special compensation plans reviewed prior to the start of the fiscal yearmoteapby
MSPBfor implementation or continuation during the fiscal year shall be certified.

When requsting a salary increase under a special compiensplan, the following shall be in
effect:

A. The requestd effective date of a salarycrease shall be the first day of theguesed
month.

B. The new salary after award of arciiease through a spec@mpensation plan should
correspond to the plan's salary scale and the incumbent'semqeeievel.

C. Please reference the SPAHRS User Training Workbook at
http://www.mmrs.state.ms.u® your Human Capital Coreérocesses Consultants for
more detailed information regarding salary increases through special compensation
plans.

5.9 COOPERATIVE EDUCATION COMPENSATION PLANS

Upon requests by appointing authoritisd<SPB may establish and maintain compdiwaplans

to remunerate individuals enrolled in desigmhfields of study at institutions of higher learning,
junior colleges, community colleges, or technical schools who alternate between intervals of
state sarice or nonstate service employment followed by unpaid intervals during training for
the designated occutpanal class.

5.10 EDUCATIONAL BENCHMARKS

MSPB shall have exclusive authority to approve/disapprove educatlmrathmarks for
certifications, licenses, and/or degrees and determine the maximum benchmark percentage
amounts awarded. To be eligible for an Educational Benchmark salary increase, an employee
must complete requirements which exceed the level of minimuatifications for education,

Il icensur e, or certification |l i sted for t he
possessed at the time of appointment into his or her present job class.

MSPB will appoint, from a list of nominees submitted by M8PB Executive Director, a
Professional Development Review Committee (PDRC) to review agency requests for monetary
benchmarks for completion of employee training and development programs. The PDRC will
provide recommendations for action to MSPB and achiadvisory capacity to MSPB.

The MSPB Executive Director is authorized to approve requests to award educational benchmark
increases on a cabg-case basis, in accordance with policies and procedures outlined in the
policy memorandumAdministration of the/ariable Compesation Plan for the current fiscal

year.
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5.11 PAY RANGE REALIGNMENT

MSPB shall recommend to the Legislature the realignment of pay ranges in recognition of
economic changes in the prevailing pricingnodrpower for a job category within the relevant
labor market. The purpose of realignment is to determine a competitive salary range for each
occuational class.

5.11.1 Appropriated Realignment

The MSPB ExecutiveDirector shall determine and recorand the appropriate realignment of
pay ranges for an occupational classM8PB. MSPB shall make recommendations to the
Legislative Budget Office and the Department of Finance and Administration regarding pay
range reagnment See Mississippi Code Annotated §-2833(1). The Legislative Budget
Office and the Depament of Finance and Administration forward the renwenddions to the
Legislature and the Governor as a part of the annual appropriations process.

Realigiment of pay ranges must be appropriated within the legislative budget process.
Realignment shall be awarded in accordance with the policies provided in the Promotional
Formula outlined in the policy memoranduigministration of the Variable Compensation
Plan, for the current fiscal year.

5.11.2 NorAppropriated Realignment

Each agency head shall have the opportunity to deati the need for neapproprated
realignment by demonstrating that a bona fide isigffieed exists which cannot be adequately
addressed through the normal budget proceduvt&PB may authorize realignments necessary

to fill the stafing need only upon certification by the agency director that adequate funds are
available. In such inahces, the agency must provide salary survey data compiled from an
acceptable relevant labor market and must justify that delayed implementation of the regular
realignment would seriously threaten critical agency services. Where more than one agency
utilizes a job class proposed for rayopropriated realignment, all affedt agencies must certify

their acceptance of the realignment. Implementation of salary increases authorized under this
section is at the discretion of the appwigt authority. Realigment shall be awarded in
accordance with the policies provided in the Promotional Formula outlined in the policy
memorandumAdministration of the Variable Compensation Pléor the current fiscal year.

5.12 PRODUCTIVITY

Produtivity increases are performance based salary increases awarded at the discretion of the
agency director and management. Productivity allows an agency director to reward excellence
among agency employees. Productivity awards must be thoroughly docurbgntedrent
performance evaluations and are awarded in accordance with policies and procedures outlined in
the policy memorandumAdministration of the Vaable Compensation Plarfor the current

fiscal year, if the Legislature appropriates specified $uiod this purpose.

Please reference the SPAHRS User Training Workbooblktgdt/www.mmrs.state.ms.us your
Human Capital Core Processes Consultants for more detailed information regarding requests for
productivity increases.
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5.13 LONGEVITY

Longevity awards are lump sum payments awarded to employees who have reached the
maximum slary (end salary) for their respective job classes. Longevitjmeats are awarded

in accordance with policies and procedures outlined in the policy memoraAdiammistration

of the Variable Compensation Plafor the current fiscal year, if the Le@tlire appropriates
specified funds for this purpose.

5.14 EMPLOYER REQUIREMENTS UNDER FLSA

The Fair Labor Standards Act of 1938, as codified at 29 U.S.C1 & following (hereinafter
referred to as AFLSAO0), is a federal l aw whi c
FLSA provides that all covered, or nerempt, emploges must be paid at least a minimum
wage, and must be paid at the rate of @and onéhalf times, or timeanda-half, their regular

rate of pay for each hour over forty worked during a single workweek. State agency employers
may, in lieu of cash payment for overtime, pay their-agempt employees in compensatory

time at the rateof one and ondalf hours for each hour over forty worked during a single
workweek. Police and firefighters, emergency response personnel, and employees engaged in
seasonal activities may accrue up to 480 hours of comjpepstime. Other nomexempt
empdoyees may only accrue up to 240 hours of compensatory time. After -axearpt
employee has accrued the maximum amount of compensatory time, the employer is required to
pay the employee overtime for the additional overtime hours worked in cash.

A stateagency employer may require a rexempt employee requesting leave to exhaust an
FLSA compensatory leave balance prior to use of any personal and/or medical leave, and a state
agency employer may compel a rexempt employee to use FLSA compensatory tintetake

time off work to reduce a compensatory time balance below the 480 or 240hour thresholds.

The U. S. Department of Labor (DOL) is responsible for the enforcement of the FLSA, and may
investigate and gather data concerning wages, hours, and otphly®ent practices. For
assistance in complying with the FLSA, state agency employers may contact the area office of
the Wage and Hour Division of the DOL.

The federal regulations governing FLSA applicable to state agency employers in the area of
compenatory time and other areas may be found at 29 C.F.R. § 500.

When requesting authorization under FLSA for payment of overtime compensation-to non
exempt employees, the follaing shall be in effect:

A. Each agency must petiti?ddSPBand be approved to receigeertime compensation.

B. Each occupational class to receive overtime comsggon must receive prior
approval byMSPB.

C. Positions must be determined to be +mxempt from FLSA provisions, and so
marked in SPAHRS, before overtime compensation can be paid.
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5.15 EMPLOYEE DATA CHANGES
When requesting changes to employee data, the fiokpshall be in effect:

A. Employee data changes include changes in social security number, last name, first
name, middle name, date of birtiace, sex, years of education, agency hire date, pin
entry date or status date.

B. Supporting docmentation may be required in chamg date of hire, PIN entry date,
status date, social security number, and peréoce development rating.

5.16 SEPARATIONS

The effective date of separation shall be the last day the employee worked or utilized authorized
leave. For a complete list of the Separation Reason Codes to enter into SPAHRS, reference the
SPAHRS User Training Workbook dittp://www.mmrs.state.ms.usr contact your Human
Capital Core Processes Consultants.

5.17 DELEGATION OF REALLOCATION AND REORGANIZATION AUTHORITY
5.17.1 Purpose and Authority

In accordance with Mississippi Code Annotated 8921 et seq. MSPB, as the governing
authority for the statewide personnel system authorizes®ieB Executive Director to enter

into formal agrements with department executive directors and agency directors in which
employment positions within their agencies may be reallocated and organization charts amended
without prior MSPB approval; provided, however, that such agreements saak\wocable by

MSPB, and continuation shall be contingent upon the reallocations and reotgarszaeing
conducted in accordance with rules and regulations promulgatttSB¥B. In the eventMSPB

has delegated reallocation authority to an agency, thisgaton does not remove the
requirement that agencies submit personal services budget requests each fiscal year for the
purpose of preparing personal services continuation budget projections. Such budget requests
shall be prepared in accordance with pwicies, rules, and regulations promulgated by the
Department of Finance and Administration, the Legislative Budget Officdvi8#B. Prior to

making any reallocation or reorganization effective, each appointing authority who has entered
into an agreemeras provided herein shall certify MSPB that the total annualized cost of any
reallocation, or reorganization, shall be equal to or less than the cost savings generated through
downward reallocation or position abolishment of vacant positions.

MSPBwill maintain a record of every personnel transaction executed pursuant to any agreement
as provided herein and will annually report the total cost of these transactions, by agency, to the
Legislative Budget Office and the Department of Finance and Adnaticsir

The MSPB Executive Director shall perform, or cause to be performed, a compliance audit and
evaluation of personnel transactions executed under the authorigga@elepursuant to said
agreement, and to publish a report of the audit listing exameptaken by th&1SPB Executive
Director not later than the first of October each year. In the eM&RB determines that an
agency has misclassified an employee or position as a result of this delegated authority, MSPB
will correct such misclassificatioregardless of the state service status of the employee holding
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such position. Authority to correct such misclasstfaas of filled positions shall be limited to
one year from the date whidhSPBreceives written notice of the reallocation.

5.17.2 Oveview

The authority to reallocate employment positions carries with it the demand that rigid
professional standards be applied to maintain and administer an equitable statewide job
classification plan. Reallocations are valid omifen the duties and responsibilities of an
employment position have sufficiently changed such that its current job classification is no
longer accurate and another job classification more accurately depicts the duties and
responsibilities of the position.Reallocations are not substitutes for promotions or tools to
secure salary increases for selected individuals. They are to be performed only when supported
by objective job anakis.

The criteria for delegated reallocation agreements set forth belwlemigned to encourage
consistent management of the reallocation delegation program while promoting an efficient,
effective, and uniform statewide job classification system.

5.17.3 Formal Agreements

Upon authorization frm MSPB, the MSPB Executive Directormay enter into formal
reallocaion and reorgamation delegation agreeents with state agency directors. Tehes
agreenents shall be in writing and shall be signed by M®PB Executive Director and the
agency directorequesting the delegated authority. They shall contain such terms and conditions
deemed appmriate by the'SPB Executive Director.

The agreements may include authorization for the delegation of realloeathority alone, or
delegation of reallocatioauthority along with the authority to amend orgational charts. To
ensure correct organizanal placement of job classifitans and to ensure the validity BISPB
budget recommendations made to the Legislature, delegation of the authority tndam
organizational charts shall beppved only for those agencies in which reallocation authori
has been delegated.

Authorization byMSPB for the MSPB Executive Director to enter into dgleed reallocation or
delegated reorganization agrmeents sall also carry with it the authority for th&SPB
Executive Director to modify, suspend, or terminate reallocations or reorganization delegation
agreements.

Delegation agreements may be revoked upon a finding that the delegate agency failed to uphold
its responsibiliy in the formal agreement or failed to comply wMEPB policies, procedures,

and guidénes. All salary setting provisions as outlined in the policy memorandum,
Adminigration of the Variable Compensation Plafor the current fiscal yeashall remain in

effect for delegate agencies.

5.17.4 Staff Requirements and Training

Agencies desiring delegated reallocation authority must designate among their human capital
staff one primary job analystnd one alternate job analyst. Prior to assuming delegated
reallocation authority, these designated job analysts shall receive trainiMSPRB in job
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analysis, job classification, and orgartiaaal development concepts as well as MSPB policies
and procedres.

All delegated reallodsgons must be recommended and endorsed by the primary job analyst based
on a thorough and independent review of all relevant data.

A.

The primary job analysts must be available to devote their full time and effort to their
job analysis duties. They may be assigned other duties collateral to their primary job
analysis responsibiles; however, whenever they are to be engaged in their job
analysis duties they shall not be assigned other duties outside the scope of job
analysis.

The primary and alternate designated job analysts must attend initial training and
follow-up training conducted by th®ISPB staff. If for any reason the primary
analyst cannot attend follewp training, the alternate must attend the scheduled
training. In such case, the primary analyst must schedule a-opakeaining session

with the MSPB Office of Human Capital Core Processes within thirty days of the
regularly scheduled training that was missed.

Failure to attend job analysis training or to make ugsel training as specified
above shall result in the suspension or cancellation of the dielegagreement.
Failure to pass any written examilmas may result in the disqualification of the
designated job analyst and suspension of the delegatiomeagree

. The primary job analyst shall be a Personnel Offieervith at least two years of

human capital experience. In agencies without Personnel Offist3®B may
permit other related job classes to perform job analysis work, but there shall be no
subsitution for the experience requirement.

The alternate job analyst may be in any human capital job classification or
professional administrative job class, subjedt®PB approval. However, if, in the
judgment of theMSPB Executive Director, an agencyshasufficient human capital
support staff and job classification expertise to conduct valid job analysis|SR&
Executive Director may refrain from entering into a delegaagreement.

In agency human capital offices with a Human Resources Diraotbrat least one
Personnel Officer, the subordinate Personnel Officer may be designated as the
primary job analyst. No supervisor of the Human Resources Director, or supervisors,
shall be designated as a job analyst.

. The agency Human Resources Directat amanagement must agree not to influence

the judgment of the designated job analyst and must provideaassuto the job
analyst andMSPB that absolutely no retaliation, direct or indirect, shall result if the
job analysfs judgment in a reallocation @mt is contrary to manageent's
preferences.

. Upon transfer orseparationof the primary job analyst, delegated reallocation

authority shall be suspended until his/her replacement completes initial training.
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I. If an agency has been delegated authority tona@neeganizational charts, the agency
designated job analyst(s) shall advise the Human Resources Director and agency
management oMSPB rules, regulations, guidelines, and procedures concerning
organizational issues.

5.17.5 Job Classifications Authorized foDelegated Reallocations

Delegate agencies shall be authorized to reallocate employment positions to those classes in the
currentMSPB job inventory, with the exception of classekich are denoted in their title or the

class specification as being unique to particular agencies. MBiRB Executive Director may

also require that reallocations be suspended in particular job classifications if those job
classifications are undergoimgvision.

5.17.6 Documentation and Record Keeping

A. Only those reallocations which are fully justified by an objective job analysis and
fully documented according to these procedures shall be considered valid.

B. Delegate agencies shall establish a central PIN reallocation file for each PIN which is
reall ocated pursuant t oChecldistand)Analysies ioola ut h o |
for Agencies Delegated Reallocation Authority ( See Section 5. 17. 9
of the documentation required to be completed and retained by the agency in their
PIN reallocation file.)

C. All documentation associated with a delegatsallocation shall be filed and retained
by the delegate agency for a period of five years from the effective date of the
reallocation. This requirement shall apply whether the reallocation is ultimately
approved or not.

D. The MSPBJob Content section ofi¢ Performance Development Assessment (PDA)
or Role Description Questionnaire (RDQ) shall be the primary instrument for
recording the job analysis data in support of a reallocation. The PDA or RDQ must
be complete and legible. No other form shall sulnstifor the PDA or RDQ.

E. If a filled position is to be reallocated, an original State of Mississippi Application
must be submited t o the agencyds Human Capital
evaluation to ensure the incumbent meets the minimum quabifisatif the jolprior
to submitting the transaction for processing.

F. For those agencies who have been granted authority to amend organizational charts,
the delegate agen@symost current, complete, and valid organizational chart shall be
on file and readilyavailable to designated agency joblgsts andVSPB auditors.

5.17.7Audits

A. The MSPB staff shall perform audits of delegate agencies to ensure that only fully
justified reallocations are performed. The audit team may also comesictudits of
reallocated positions, and shall be alert to any practice or action, which is contrary to
sound public personnel management or job amalyractice.
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B. Those agencies which have been delegated authority to amend their digaaliza
chart $iall have the most recent, complete, and valid opgdioinal chart available for
inspection byMSPB auditors. In addition, delegate agency employees shall be
available for desk audits, and performance development documentation shall be
available to vefy organizational placgeent.

C. Failure to comply withMSPB policies, procdures, and guid@es shall result in
corredive action, including the reversal of erraos reallgations, and may result in
suspension, termitian, or modification of the degation agreement by the MSPB
Executive Director. Whenever possible, the MSPB Executive Director shall take
informal remedial steps with delegate ages to resolve minor classétion
problems. However, all audit exceptions shall be reported td_eheslature by
October 1 of each year.

D. Delegate agencies shall receive no less than twientyh o u r s 6 prior totthec e
audit. The delegate agency's primary job analyst and the agency Human Resources
Director shall be available to answer questions fronMB&B auditors. Incumbents
of positions reallocated and reclassified within twelve months prior to dké a
should be available for desk audits of their poss.

5.17.8 Notice to Employees in Reallocated Positions

Delegate agencies shall give written notice to arplepee whose employment posn is
reallocated pursuant to delegation agreements that the job clssifimay be changed and the
salary adjusted to reflect the correct job classification shiA8&B determine that the delegate
agency misclassified the position. This writterkramvledgment must be obtained prior to
submitting the reallocation tdMMSPB. Incumbents of these positions shall acknowledge in
writing that for a period of one yeanMSPB has statutory authority to review any delegated
reallocation, to correct any erranes delegated reallocation and, if warranted, to reduce their
salary to the level it was prior to the erroneous reallocatidns shall apply to filled posbns

that are reallocated, as well as vacant positions that are reallocated and subsedeeéntly fil
Authority to correct such misclassifications shall be limited to one year from theVi&R&
receives written notice of the reallocation. Agency heads shall document said acknowledgment
in agency files and forward a copy to i&PB Office of HumanCapital Core Processes.
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5.17.9 Checklistand Analysis Tool for Agencies Delegated Reallocation Authority

l. Inventory:

A.

Justification of reallocation mustclude the following

1. Position Identification Number (PIN);

2. Current occupational title;

3. Proposed occupational title;

4. Status of the position (filled or vacant);

5. Reason(s) for reallocation;

6. Justification must state whether fedeoal state case law, regulations,
guidelines or statutes impact upon action;

7. If reallocation requires change from stegervice to nosstate service,
justification must be provided. Alternatively, a charfggm nonstate
service to state service must be adequately justified. In both cases,
statutory authority must be cited;

8. Incumbents of downwardly reallocated positions shall in all cases be
notified of their reduction in salary range and a copthefemployeés
written acknowledgment of salary range reduction shall be attached;

Organizational Chart(s)

______ 1. All organizational charts must be for the current Fiscal Year (FY);

______ 2. Organizational chart page(s) for current placement of PIN(s

____ 3. Organizational chart page(s) for proposed placement of PIN(s);

4. All organizational chart pages related to the posimust be attached;

_____ 5. Current/proposed organizational charts must be signed by Agency Head
for reorganizationand agency authorized signatory for reallocations;

Job Content section of the Performance Development Assessment (PDA) and Role
Description Quetonn ai r e ( RDQ) . s aRiBtudtwed dask aRdRQ 6
are the primary means by which job analysesdomeumented

___ 1. PDA or RDQ is current (e.g., must be less than twelve months);

2. All sections are complete;

__ 3. Duty and task statements contain sufficient infdramefor analysis;

4. The largest percentage or gércent whicheveris greater, of the duties
of the position as described in the PDA, reflect the duties described in
the proposed classifation;

___ 5. Signed by incumbent (if filled);

_____ 6. Signed by supervisor;

Reallocations requiring change from state servioenbnstate service status
require a letter signed by incumbent acknowledging same and is to be attached.
(Statutory limitations apply.)
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Il. Analysis of Reallocation
A. Review history of PIN

When was the last time the PIN was reallocated? If the position was reallocated
within the last six to twelve months, denote reasons for change.

B. Review agency vacancies for positions in proposed:class

1. Novacancies in required class;
______2.Vacancy in requested class PIN(s):
3. If there is a vacancy in proposed class, explain why suchiqusi
could not be utilized in lieu of a reallocation:
Comments:

Ensure proposedsalgr r ange i s | esss than supervi
Ensure proposed salary range is greater than all subordinates

Ensureproposed salary range does not exceed agencytheadsovernots

nm o 0

Review the following statutes and published material and denote impact on
reallocation

1. Agencys Statutes. At a minimum:
_____ (a)statutory qualifications of employees;
_____(b) Statutory organizational structure;
Comments:

2. MSPB Statutes.
Comments:

3. MSPB Policies and Procedures.
Comments:

4. Current FY Variable Compensation Plan (VCP).
Comments:

5. Laws and appropriation bills not yet codified from a current Latie
Session.
Comments:

6. Federal laws, regulations, or guidelines, which impaetsubject classes
or positions.
Comments:
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G. Send applications forlfed positions to the MSPB Office of Human Capital Core
Processes to determine if incumbents are qualified for the proposed classification.
If an incumbent is not qualified, the reallocation cannot be performed except as
provided by law.

Date sent to MSP: MSPBDetermination:

H. Determine if PIN is presently classified as state service osstate service
1. State service;
______ 2. Non-state service;
3. Check to see if there is a job classification;
4. Check to see if incumbent was appointed from a certificate (Y/N)

Agency shall retain copies of all relevant documentation in PIN file

Note: To determine the proper classification of a position, a desk audit is
recommended when there are questons arng from t he sPer son
analysis of the PDA. When a desk audit is performed, a copy of the audit form

and any additional information should be retained in the position file.

[I. Agency Personnel Office Recommendation

The Primary Job Analyst Wimake a recommendation as to the appropriateness of the
reallocation to the Agency Head for final approval/disapproval.

A. Primary analysfs recommendation (initial)
Approval Effective date:
Disapproval

B. Agenc ysAttiera d 6
Concur with staff recommendation
Do not concur with staff recommendation

V. Disposition of Reallocation

Reallocation approved

Forward position employee data MSPB date action is finalized in
accordance with theMississippi State Personnel Board Policy and
Procedures Manual

Agency shalfketain a copy of the checklist

Reallocation disapproved

Human Resources Directoroés Signature/ Dat e
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5.18 SELECTIVE SERVICE REGISTRATION

Mississippi Code Annotated § Z6351 provides that every male between the ages of eighteen
and twentysix who is required to register under the Federal Military Selective Service Act, 50
USC App. 453, andeeking emgymentwith the State of Mississippi shall submit to the person,
commission, board or agency to which his application is submitted satisfactory documentation of
his compliance with the draft registration requirements of the Military Selective Service Act
prior to appointment.

In accordance with Mississippi Code Annotated 8927, every male between the ages of
eighteen and twentgix who is required to register under the Federal Military Selective Service
Act, 50 USCS App. 453, and who is an employé¢he State, shall not beromotedto any

higher position of employment with the state until he submits to the person, commission, board
or agency by which he is employed satisfactory documentation of his compliance with the draft
registration requirements the Military Selective Service Act prior to promotion.

To verify a registration or for information regarding who is and is not required to register, see the
Selective Servi dep/Bwwsdsgands websi te at
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MISSISSIPPI STATE PERSONNEL BOARD

AGENCY SALARY SURVEY DATA SHEET

Agency Conducting

Salary Survey e
MSPB Occupational Occu Code
Class

Certification of

Appointing  Authority: Date

| certify that the salary
survey information
compiled below is true,
accurate, and complete.

RELEVANT LABOR MARKET INFORMATION

The relevant labor market includes the four contiguous states (Alabama, Arkansas, Louisiana, ar
Tennessee) and the public and private sectén Mississippi. Data collected from sources outside these are
will be considered on a caseby- case basis, only when sufficient data is not otherwise available.

Title of Comparable Job
Classification Surveyed
(Attach Class Specification or
Complete Minimum
Requirements)

Minimum
Hiring Rate
for
Classification

Average

Annual
Salary of all
employees in
classification

Number of
full -time
employees in
Surveyed
Job
Classification

Name and Address of

Employer Surveyed

And Contact Person
With Telephone #
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CHAPTER 6 1 STAFFING MANAGEMENT POLICIES
6.0 INTRODUCTION

The Staff Management Program is authorized by Mississippi Code Anno&t26E101 et
seq, and applies to all agencies and positions within agencies under the purview of $&PB
MississippiCodeAnnotateds 259-107(d).

6.0.1 Purpose

The Staff Management Program authorizes MSPB to monitor, control, and implement short
and/or longrange orgaizational planning to achieve the most efficient and economical use of
staffing positions within agencies. In support bé tstated purposes, the Staff Mamagat
Program provides for the follang:

A. The establishment, consolidation, or abolishment of agencies and employment
positions;

B. The submission, approval, and deteration of compknce of agency orgazational
andstaffing plans, payroll, program budget data, and other #akparsonnel data;
and

C. The provision of timely reports or recommetidas on agency organizans and
staffing cost projections to the Department of Finance and Admaticn and the
Legidative Budget Office during the budget procesgarding the status of
employment posions within agencies.

6.1 AGENCYO0S ROLE I N THE STAFFI NG MANAGEMENT

Each agency director is respsible for the continual evaluation df & a g enission @nd
workload to ensure that staffingsmurces are consistent with legal authority, mission priority,
and sound staffing managent principles. Actions taken to ensure the maximum utilizatfon
staffing posiions include, but are not limited to, the following:

A. Conducting longange agency organizanal planning in which organizatiah
changes, additions or deletions of positions, or similar actions iaffebtidgetary
requirenents arenticipated and/or recommended for future fiscal years;

B. Recommending elimination of na@ssetial agencies or positions;

C. Recommending consolidation of agess, podions, and activities when duplication
of functions is indicated; and

D. Establishing andnaintaining a system of agency staffing management dodatiten
and colletion and retention of dat&eeMississippi Code Annotate®l 259-133.

Chapter 6 Pagel Effective Dateluly 1, 2014



6.1.1 Reporting Data

The director of each agey shall submit to MSPB all formation deemed nessary by MSPB
for the provsion of required reports to the Governor, Legislature, Federabr@oent and
general publicSee MississippCode Annotated § 28-135(2).

6.2 ESTABLISHMENT AND ABOLISHMENT OF AGENCIES

Legislative appropation of funds, Exedive Order, Depament of Finance and Administration
budget escalation, the receipt of federal funds, or loss of funding orriaatien shall require
the submision of documentation to MSPB for the establishment and/or ab@ighoh agencies
and/or master agencies prior to requesting temd, deletionsor changs in employnent
postions resulting there from. All agencies edistted or abolished in acatance with the
provisions herein shall be based on legrgta intent and authorizeon, appropriation or
escalation of funds or loss thereof, and current fiscal policy.

6.2.1 Establishment of a New Agency

When legislative appropriation or other authority\pdes for the creation of a new agency, the
agency directortsall submit the following to MSPB:

A. A copy of the enabling legislation or other authothat created the new agency
and/or master agency; and

B. A copy of the appropriation bill or other authgrthat funds the new agency and/or
master agency.

The Office of Human Capital Core Processes employees will perform all functions in SPAHRS
related to the creation, maintenance, inactivation, and reactivation of an agency. Once the agency
records have been created in SPAHRS (to include the fiscal year recadg)etity shall create

a Program Budget record for each new agency to be reviewed and approved by the Office of
Human Capital Core Processes. Please reference the SPAHRS User Training Workbook at
http://www.mmrs.gate.ms.usor your Human Capital Core Processes Consultant for more
detailed information regarding the establishment of new agencies.

6.2.2 Consolidation of Existing Agencies

Agencies directed by appropriation acts or other legislative authority to consolidate existing
agencies shall submit the following to MSPB:

A. A letter of request to the MSPB Executive Director describing by name and agency
code number, which agencies areaxging and which agencies are being abolished.
The letter shall also address the disposition of former agencytatsedureau
directors and division directors along with possible duplication of functions such as
clerical support, print shops, computamters, etc.;

B. A copy of the eabling legislation or other authtyr that directed the consdhtion to
be accomlished;
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C. A copy of the apropriation bill or other authdy that funded the c@olidation of the
agencies;

D. A revised organiz#onal chart identiying the precise location, after cawlidation, of
all authorized posions prepared in acag&nce with estdished procedures;

E. Any updates to the expanded agencyo6s Prog
SPAHRS to the Office of HunmaCapital Core Processes for review and approval,
and

F. Any other relevant suppang documentation.

NOTE: Once all positions have been transferred to the expanded agency, the relevant
agencies shall be inactivated by the Office of Human Capital Core Besces

6.2.3 Inactivation of Agencies

Agency inactivatiorbecomes neceary when the Legislature does not pass an appropriation act
to continue or fund any positions within an agency. Petitionméativation of an agency shall

be sulmitted a minimum of sixty (60) days prior to the proposed effective date. Note that all
positions must be abolished before the agency may be inactivated

6.2.4 Agency Program Budget Data

The agency program budget data is submitted to the Office of Human Capital Core Processes in
SPAHRS for each agency. This information must be submitted to the Office of Human Capital
Core Processes at the following times:

A. During converi®n from the current fiscal year to the newly appropriated fiscal year;
B. As part of the anral Personal Serves Budget Request for the next fiscal year;
C. When adding an agency or programidgrthe operating fiscal year; and/or
D. When changing the workérsompensgaon rate during the operating fiscal year.
General Instructions for submitting agency program budget data:
A. Fiscal Year
1. For FY Conversiori Use appropsted fiscal year;
2. For Budget Reques$tUse fiscal year for which Budget Request is made;

3. For Addition of Agency or Program and/or Change in Wor&&smpersation
Ratel Use Operating Feal Year.

B. Program Number and DescriptiorPragram Numbers and Names as assigned by the
Legisldaive Budget Office and the Department of Finance and Admitistra
Change, deletion, or addition of a program during the operating fiscal year or for the
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budgeted fiscal year will require docuntation of Legisléve Budget Office and
Departnent of Finance and Administration conence.

C. General Fund, Federaukd, Other Fund

1. For FY Corversion or Change in Worké&r€onpenséon Ratel Indicate amount
of total appreriated pesonal servies dollars assigned to each fund within each

program;

2. For Budget Requeétindicate amount of total persalnserviceslollars neessary
to fully fund existing positions and requested actiossgagd to each fund within
each program;

3. For Addition of Agency or Prograr Indicate amount of total pgonal servies
dollars authazed by the Dpartment of Finance andd#ninistration assigned to
each fund within each program.

D. Current Worker8 Compensation Rate The numerical rate, expressed in a four (4)
digit decimal form, used to compute the total amount needed to cover the operating or
budgeted fiscal year's WorlgCompensation Insaince.

E. Requested to Cover Cost

1. For FY Corwersion, Addition of Agency or Pgnam, and/or Change in Workérs
Compensation Rate Use total amount needed to cover Work€&empersation
for opeating fiscal year;

2. For Budget Reque$t Use totalamount needed to cover WorkeCodmpersation
for the fiscal year for which the budgetjteest is made.

Please reference the SPAHRS User Training Workbooblktgdt/www.mmrs.state.ms.us your
Human Capital Core Processes Consultant for more detailed information regarding
adding/modifying agency program budget information.

6.3 ORGANIZATIONAL PLANNING AND POSITION MANAGEMENT

MSPB shall recomend policies and prodares for the efficient and economical use of each
employment posion. The appointing authority of each agency shall be responsible for directing
organizational planning and position manmagat intended to manage the number and
distribution of staffing resoues through:

A. Efficient and effective organization and staffing plans to accomplish the agency
mission and program requiments;

B. Effective utilization of all personnel resources, coasidy such factors as available
stafing, positions, supegrsory spans of contrpl lines of supervision,
supervsor/employee it#os, functioral responsibility and delegation of authority; and

C. Continuing review of organizational structure, staffing plans and position utilization.
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See Missisippi Code Annotated 8§ 26119(2)(h}(i).
6.3.1 The Staffing Planning Cycle

The staffing planning cycle is a continuous process reflecting the current, ongoing planning
phase and the advanced planning phasgired to be in concert with the personal services
budget and appropriation cycles. The staffing planning cycle is divided into three units of time:

A. Current fiscalyear encorpasses the prest approprigon acts under which ageies
are operang;

B. Next fiscalyear is the fiscal year immexdely following the current fiscal year and
for which the appropriton acts are gpoved by the cuent year's leiglative session
for implementation and use after the current fiscal year;

C. Future fiscalyear means the ftal year(s) irmmediately following the next fiscal year
for which agenies prepare budget requests to effecvaaded planing for
position(s), organiZzeénal chages and future apppoations.

6.3.2 Budgeting for Staffing Positions

All agency requests and justification for additional staffing positions shall be submitted in
SPAHRS to the Office of Human Capital Core Processes fomrmeendation to the Partment

of Finance and Admisiraion and the Legislative Budget Office as part of the annual budget
process. Budget requests for the future fiscal year must Imeitgedb in accordance with the
Department of Fiance and Admistraion/Legislative Budget Office Budget Insttuans and
MSPB Staff Managment Planing Instru¢ions. These instructions are issued annually- Re
guests for additional positions shall not be recommended for azdhion when there are
existing longterm vacancies within the organization of the sasimilar or related classes.
MSPB shall annually monitor each age@chudget request and approfiga bill through the
legislative appropations processSee Mississippi Code Annotated §2833(1).

6.3.3 Organizational Planning

The Staffing Management Program of each agency shall inedepexisting and pposed
agency and position data into orgeational charts indicating each position authorized. All
current or proposed orgaaaitional charts shallébreviewed by the agency for completeness and
accuracy of data to ensure inclusion of actions approved for next fiscal year imptemneantd
conformance to the agency's next fiscal year appation act. The following shall be in effect
with respecto agency organizenal charts:

A. Agencies shall submit an original and one file copy of the organizhtatrart in the
format indicated in the examples at the end of this chapter for approval by the Office
of Human Capital Core Processes prior to taet ®f each fiscal year. Upon approval
by the Office of Human Capital Core Processes, the arghonal struture and
codes shall become the official organizational structure of the agency for current
and/or succeeding fiscal years and the basis fbrreqguested position and
organizdéional changes;
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B. Constant internal review of any agency orgatireal structure is an agency
responsibility. Agencies may make minor alterations or mmare of individual
positions, including county code changes, inrtbeganizational charts for efficiency
or to balance staffing workload (generally singular moves below the division level)
during the fiscal year. When requesting orgational chart revisions, the Agency
shall submit the request for organizationalead county code change online through
SPAHRS on the Position Screen. The following information shall be forwarded to
MSPB in support of the organizational change:

1. Organizational chart pages signed by theoapting authority, or his or her
designee, dacting both current and proposed structures; and

2. Additional documentation as may be sfied by the MSPB Executive Director.

C. Agencies shall request MSPB to review major changes or movement of positions
within the organizational structure. Majotealtions, movenents, or changes within
the agency organizational structure must be approved M8PB prior to
implementdon by the agency. Contact your Human Capital Core Processes
Consultant to determine the format in which to submit your proposed rizatjan
for formal presentation before MSPB.

6.3.4 Organizational Coding

The organizational location code is usually a five to ten digit code used jumcban with the

PIN, occupational class title, FLSA Code,n8ee Status Code (if nestate service) and start
salary of the occupational class to depict the exact location of every authorized position within
the agency organizational hierarchy.

The agency head typically shall be desigdaby six zeros. Howevebecause the size of the
agency dictates the number of swpsory levels required, some agencies will need to utilize
more than six or less than six zeros. Please contact your MSPB Human Capital Core Processes
Consultant for assistance. All memberghd ageny head's immediate and personal staff shall
begin with a zero digit on the left and appear as number 000001 through 099999.

Where larger agencies have a complicated roegéion and span of ctmol, the Office level is

the level beneath the aggy head. Office Directors shall be numbered 100000, 200000, 300000,
through 900000. The limit is nine offices. Each Office Director has an orgjanalacode with

the requisite number of zeros on the right to designate the number of levels supervised

Where authorized, or required, the bureau level is the level beneath the office level. Bureaus are
normally authorized in the larger agencies or in those agencies where applicable statutes stipulate
the agency shall have tmaus. Bureau Directors shhke numbered 110000, 210000, 310000,

etc., through 990000. The limit is nine bureaus per office. hBaoreau Director has an
organzdional code with the requisite number of zeros on the right to designate the number of
levels supervised.

Where authorized, the division level is directly beneath the bureau level. Division Directors are
numbered 111000, 211000, 311000, etc., through 911000. The limit is nine divisions per bureau.
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Each Division Director has an organipaal code with theequisite number of zeros on the right
to designate the number of levels supervised.

The Branch level is the level under the division level. Where agencies are not authorized
bureaus or divisions, branches may be directly beneath the agency head. Brecicis shall

be numbered 111100, 211100, 3Q@Qletc., through 911100. The limit is nine branches per
division. The Branch Director has an orgatimaal code with the requisite number of zeros on
the right to designate the number of levels supedvis

The section level is under the branch level. Section Chiefs are numbered, 1211110,
311110, etc., through 999990. The limit is nine sections per branch. The Section Chief has an
organizéional code with the requisite number of zeros on tgbtrio designate the number of
levels supervised. Sean Chiefs have no psonal staff. Sections Chiefs exercise supervision
over work units.

Unit is the worker level of the agency organization. These individuals have no supervisory
responsibility ad receive their supersion from the Section Chief. The last digit of the unit
organizational code can be numbered one through nine. (See the charts at the end of Chapter 6.)

6.3.5 Agency Organizational Chart

A. The overview page of an organizational chart is applicable to the largariegytmat
require several pages of organizational charts to depict all authorized positions. Items
to be included on the overview page include:

1. Agency Head;
2. Agency Head's irmediate staff; and

3. Program functions depicted by separate squares using lines to indicate related
functions by supervision.

B. Mandatory items that shall be inckdlon the agency organizational chart:
1. All autharized posiions;

2. Each square shall indle the following data as depicted in the examples at the
end of this chapter:

i. The official occydtional class title of the pasin at the top of the square;
ii. The fundional title for the pogion at the babm of the square (djpnal);

iii. The start alary (rounded to the nearest hundred dollars) of thepatonal
class in the lower left side of the psn box (i.e., $37,856.48=37.9 and
$37,829.74=37.8);

iv. The posdiion identfication nunber (PIN) in he lower right side of the
postion box (agncy code numbers may also be rated for ageries
utilizing multiple agery codes.);
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v. The orgaizaional code nurber;

vi. The FLSA clasdication in the botom center of the pason box. FLSA
Codes are iderfted bdow:

Classification Code

Exempt E
Non-Exempt/Hospitals H
Non-Exempt/Other O

Non-Exempt/Public
Safety P

vii. The page nutmer where each PIN can be found when there atewfalp
pages;

viii. The service status code (if the position is-state service, i.e.-%6).

C. In the example ahe end of this chapter, the chart only goes down through bureau
level, indcating precisely those individuals directly supervised by, or reporting
directly to, the agency head. Ag@es not authized offices or bureaus shall use
divisions directly mder the agesy head.

D. All organizational charts shall show the lines of supervision within the agency
hierarchy. Lines of supervision reveal
raters and reviewers in tihysttlmgencyodos perf

E. The information in the upper right corner of the organizational chart example shall be
placed on each page. However, the agency director need only sign the first page.

6.3.6 Staffing Guides/Plans/Standards

Each agency director, in conjunction with MSPB, shall be responsible for development of
staffing guides, plans and standards to justify and suimrstaffing position requirements.
Agency staffing plans shall be utilized to formulate unifortaffsng standards apmiable to
designated employment positions and classes within agencies. See Mis§lssip Annotated

§ 259-133(1)

6.3.7 Agency Reorganization
Agency requests for reganization shall be acogplished:
A. In accordance with the provisions of MSPB rules, raguia and proagures;
B. According to authozation of podions in appreriation acts or bugktary escalations;

C. In accordance with current fiscal policy and legislative intent; and
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D. Through submission of a detailed tet of conpelling justfication from the agency
director to the MSPB Executive Director. Attachnts to this letter shall include:

1. Current and proposed orgaripaal charts;

2. All required documentson for requested denward, lateral, and upward
reallocaions. (See Section 5.3.);

3. All required document#n for any requested class edisifiments. (See Section
5.1.2.); and/or

4. All required document#n for any reguested realignents. (See Section 5.12.)
6.3.8 Egablishment of Positions

The establishment of positions occurs either at the start of the fiscal year asmm{@r newly
appropriated positions or during the operating fiscal year whendatesh by special
circumstances such as budget edaata authorized by the Deptment of Finance and
Administration or deftit appropriation.

A. The following documentation shall be submitted in support of all requests ttiséstab
new positions:

1. A copy of theappropriation bill or Depamtent of Finance and Axinistration
escaléion authoity authorizing the position estédhment;

2. An organizéional chart depicting the peise locéion of all auhorized positions,
including ones to be established;

3. A Job Corntent section of the Performance Development Assessment (PDA) or
Role Description Questionnaire (RDQ) for each ip@ms requested. A
representive PDA may be subni#d when all positions are to be allato the
same job class and will besigned sulstantialy the same work.

B. Requests for new pdsns in a new job class shall also include docunt&mta
required for a class establimknt. (See Section 5.1.2.)

C.Each new positi otiod8slumBer @INY may be assigred yithe i c a
requesting agency, or SPAHRS will assign the next available number

Please reference the SPAHRS User Training Workbobiktgt/www.mmrs.state.ms.us your
Human Capital Core Processes Consultant for more detailed information regarding position
establishments.

6.3.9 Abolishment of Positions

Each agency shall enter vacant position abolishments online in SPAMABRS the number of
actual positions is in excess of the number oftmo® authorized by the ager@syapprgriation
act for the next fiscal year. See Mississippi Code Annotated-88129(i) and 259-133.
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Routine position abolishments shall be subsditonline in SPAHRS as soon as preadtprior to

the proposed effective date unless such abolishment would result in agency reorganization.
Agencies effecting reductions in positions resulting in reuagdion shall submit required forms

and revisedrganizational charts to MSPB at least sixty (60) days prior to deleting the positions.

Petitions for position abolishment to effect a reductioforce shall be submitted to MSPB for
review. (See Section 7.7) Reductions in agency staffing shall berpooyate among positions
within the hierarchal strigre so as not to adversely affect supgswy or norsupervisory
classes of posons.

Agencies shall apply a study of the esm#meeds of the organization, including the need for
supervisory psitions, when planning a reduction in employment fomss. Changes in agency
program shall be catantly analyzed with the intent of effecting maximum efficiency with
minimum staffing. Agencies should note the ploiisy of changes in the Job Contesection of

the Performance Development Assessment (PDA) for other continued positions impacted by
redudions. Agencies effecting reductions in empi@nt positions shall submit required
documents on MSPB approved forms in accordance with the instis@ontained herein.

NOTE:Individuals cannot receive payment for accrued ahteave unless SPAHRS reflects
separatiorfrom the rguesting agency.

Please reference the SPAHRS User Training Workbobiktgd/www.mmrs.state.ms.us your
Human Capital Core Processes Consultant for more detailed information regarding Position
Abolishments.

6.3.10 Swap or Transfer of Positions within Legislative Authority

A Position Transfer is the movement of an authorized position from one agency to another
agency. A fultime/parttime swap is the change in the pame/full-time status of two (2)
positions accomplished within legislative aufbhor The swapping or transferring of positions
may occur either at the start of the fiscal year as a part of conversion or during the operating
fiscal year as follows:

A. Agencies may be mandated by ldgfise action to transfer positions from one master
agency to another master agency, or from one@genanother agency within the
same master agey at the start of the fiscal year, or as a part of conversion. Position
transfers from one agency to another agency within the same master agency should be
requested through SPAHRS using the kRgency Position Transfer screen. At the
same time position transfers are requested for approval, the following documents
must be submitted in support of all such requests:

1. A copy of the bill athorizing positiortransfers; and

2. Pages of the appropriate organizagibchart depiéhg the prgposed plaement of
the posiion(s) to be transferred.

B. Certain agencies are given authority each fiscal year in their appicpriall to
transfer podions between ahorized agencies. Authority to transfer positions
between agencies is granted by the legislature to specified agencies in the annual
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appropriation to the agency. Position transfers from one agency to another agency
within the same master agency shoulddppiested through SPAHRS using the Intra
Agency Position Transfer screen. Approval to implement transfers during the current
fiscal year must be requested andereed from the Department of Finance and
Administration prior to submitting online in SPAKRsubmission to MSPB. The
following atachments must be included with all suchuests:

1. A copy of the letter of autharation from the Department of Finance and
Administration; and

2. Appropriate organizatial chart pages deping the plaement ofthe positions
before and after the swap.

C. Any agency authized both partime and fulltime posiions may change the sig
of a position from paftime to fulktime at any time during the operating fiscal year.
In such instances, the agency mustvide a companion action chang the status of
a full-time position to partime to maintain its appropriated position count. A Full
time/Parttime swap should be requested using the-Futle/PartTime Swap screen
within the Position Segment of SPAISR

Please reference the SPAHRS User Training Workbooblktgt/www.mmrs.state.ms.us your
Human Capital Core Processes Consultant for more detailed information regardifgericy
Position Transfers or Futime/Parttime Position Swaps.

6.3.11 Annual Registration of Authorized Positions

A. Registration of authorized positions shall apply to the following agencies and
employment positions:

1. State servie agencies and pdisins; and

2. Nonstate service ageres and positions exclad from the state service (see
Mississippi Code Annotated § Z6107(c));

3. Agerries volurarily operting under limited prowions of MSPB; and/or
4. Time-limited postions.See Mississippi Code Annotated §23.07(c)(xiv).

B. Registration shall be completed by the close ofrimss on the last day of the fiscal
year. All inconsitencies between next fiscal year authation and current MSPB
agercy, position and employeeath shall be resolved by this date¢luding the
completion of any plan to adjust pbens (adjustments; reauthorizations;
establishments; abolishments;nsrs; consoliaions; changes of status from part
time to fulttime or fulttime to pardtime; or changes of status from permanent to
time-limited or timelimited to permanent), execute a retioi-in-force or implement
a legislatively madated reorganizeon. There shall be no exceptions to this policy.
SeeMississippi Code Annotate88 25-9-103(g) and 28-135(1).
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C. All agercies and emplayent positions authized in each agency's appropioa act
shall be updated to reflect actual next fiscal year progrargdiutata by prgram and
fund source by the date specified in the Conversioth Registration of Authorized
Agencies, Positions, and Program Budget Data Instructions updated prior to the
beginning of each fiscal year.

D. Organizational charts shall be revised to reflect position adgrds reuired to
conform to the next fiscafear authoration and submitted to MSPB by June 1 of
each fiscal year. A legislatively mdated reorganizen shall be monored by
MSPB to ensure compliance with legislative intent. A reorganization initiated by the
agency or neessitated to cdarm to the agengs next fiscal year pogion
authorizdion, or an adjushent to an existing staffing plan, shall require prior MSPB
approval.

6.3.12 Continuation of Position(s)

A. Documentation will not beequired to continue estighed permanent pdgins
within the ageny where no change hasooered.

B. Time-limited postions should be marked for continuation in the next fiscal year using
the FY TimeLimited Position ReAuthorization screen within thBosition Segment
of SPAHRS.

Please reference the SPAHRS User Training Workboobittgt//www.mmrs.state.ms.us your
Human Capital Core Processes Consultant for nabetiled information regarding the
reauthorization of timdéimited positions.

6.3.13 Change in Position Status

Authority to change the status of an established position frortipeatto fulktime (or fulktime
to parttime) will require an online revision of the months and/or hours fields as well as revising
the service type of the position on the Maintain Position Information screen within SPAHRS.

Please reference the SPAHRS User Training Workboolktt/www.mmrs.state.ms.us your
Human Capital Core Processes Consultant for more detailed information regarding position
status changes.

6.3.14 Position Program Budget Data Change

Changes to the program budget data of tmos during the operating fiscal year shall be
submitted online using the Position Program Budget Information screen within SPAHRS.

Please reference the SPAHRS User Training Workboolktt/www.mmrs.state.ms.us your
Human Capital Core Processes Consultant for more detailed information regarding changes to
position program budget.

6.4 POSITION COST PROJECTION AND POSITION VALIDATION

Agencies cannot view or print position cost projections using the Maintain Budget Projection
Parameters screen within SPAHRS. Information fourahi projection provided by the Office
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of Human Capital Core Bcesses should be reviewed by the agency for accuracy and be looked
upon as the basis for any future position &adds, changes, or abolishments.

NOTE:The authorized appropriated pii@n data in the MSPB database must be kegbtgate
at all times.

6.5 CONTRACTS FOR PERSONAL SERVICES

6.5.1 Policy Statements

Note:

A. No person shall be employed by any agency for any period for any purpose except in

an employnent position atlhorized by legislative approptian or by the body
authorized by law to escalate budgets and approve empliypositions under the
guidelines established by the Legislature except those authorized to be employed
under the provisions of Mississippi GodAnnotated 8§ 28-107(c)(x) as comact
persomel for personal and professional services. See Mississippi Code Annotated 8§
25-9-133(2).

. Any agency which employs state emm@eg may enter into contracts for gamal and

professional services onitiysuch contracts are approved in coraptie with the rules

and regulations promulgated by the Personal Service Contract Review Board under
Mississippi Code Annotated 8§ 25120(3). See Mississippi Code Annotated 8925
107(c)(x).

. Prior to paying any waant for conractual servies in excess of one hundred

thousand dollars ($100,000.00), the auditor of public accounts shall determine wheth
er the contract involved was for genal or professional services, and, if so, shall
determine whether it was pmved by the Personal Service Contract Review Board;
provided, however, that any personal service contracts entered into for computer or
information technologyelated services governed by the Mississippi Department of
Information Technology Servicesny personal service contracts entered into by the
Mississippi Department of Transportation, and any contract for attorney, accountant,
auditor, actuary, physician, dentist, architect, engineer, veterinarian, and utility rate
expert services are exempt. Sdississippi Code Annotated 88 -26120(3)(a); 259-
107(c)(x).

Mississippi Code Annotated 8§ AD4105 states that the Department of Finance and
Administration shall not process any warrant requested by any state agency for
payment for legal servisewithout first determining that the services and contract
were aproved by the Attorney General and MSPB; contracts for legal services
performed for the State Highway Department in eminent domain cases shall not
require approval by MSPB.

6.5.2 Coverageaand Scope of the Policies

A. These policies shall govern personal and professional contract services which cannot

reasonably be expected to be performed by current or future employees in authorized
employmentpositions within state service agencies. Mtate service agencies are
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not required to comply with these policies unless they are contracting with a state
service agency.

B. Except as provided for in Mississippi Code Annotated 8L@%105, any personal
savice contracts entered into for computer or information technelelgyed services
governed by the Mississippi Department of Information Technology Services, any
personal  service contracts entered into by the Mississippi Department of
Transportation, athany contract for attorney, accountant, auditor, physician, dentist,
architect, engineer, veterinarian, and utility rate expert services shall be excluded
from the provisions of this policy. See Mississippi Code Annotated®2X)(3)(a)

C. Contracts baeteen agencies under the MSPB system are excluded.

D. Mississippi Code Annotated § 26105(3)(a) prohibits an employee from rendgr
personal and profsgnal services on a ctvactual basis to the agency by which he or
she is erployed:

ANo p ub htisball: éap bevaacdractor, subcontrdaor, or vendor with the
governmental entity of which he is a member, officer, employee, or agent other than

in his contract of employment, or have a material for@ninterest in any business

which is a contractr, sulzontractor or vendor with the govenental entity of which

he is a member, officer, employee, or age

E. The MSPB Executive Director and the State Personal Service Contract Review Board
authority under Mississippi Code Annotated 882533 and 25-120(3)(a) does not
negate the bid, purchase, review or approval of policies anddun@seestdished by
statutay authority of any other regutary agemy.

F. For detailed information about administrative procedures regarding personal services
contracts, please refer to the Personal Service Contract Review Board Rules and
Regulations.

6.6 LEGAL SERVICES CONTRACT APPROVAL REQUESTS

The following procedures are for legal services contracts which must be approw8R®/
Board.

Mississippi Code Annotated 8§ 204105 states:

The Department of Finance and Administration shall not process any warrant
requested by any state agency for magt for legal services without first
determining that the services and contract were approved either by the Attorney
General and the State Personnel Board, or as authorized under S&eB8G37;
contracts for legal services performed by the State HaghWepartment in
eminent domain cases shall not require approval by the State Personnel Board.
The State Auditor shall test for compliance with this section.

Therefore, state agencies must obtain approval of legal services contracts from both the Attorney
General 6s Office and MSPB in order to be abl e
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the agency. This requirement applies to any written or oral contract between an agency and any
person or entity for the performance of legal services whereimgutyfor such services is to be
processed by the Department of Finance and Administration.

Certain legal services contracts are exempt from this statutory requirement, including contracts
for legal services entered into by the Mississippi Departmentrahsportation involving
eminent domain activities and contracts for |
Office with state agencies for assignment of Special Assistant Attorneys General and contracts
for legal services authorized pursutmMississippi Code Annotated 85¢39(3).

To facilitate the approval request process, MSPB delegates to the MSPB Executive Director the
authority to review and approve or disapprove legal services contracts with a maximum contract
value of $100,000.00r less, including any modifications thereto. MSPB retains sole authority
to review and approve or disapprove legal services contracts with a maximum contract value of
more than $100,000.00.

MSPB has adopted standardized procedures to assist statéeaganequesting approval in
compliance with Mississippi Code Annotated 8§-14-105, and this policy provides the
administrative procedures to be followed when requesting legal services contract approval from
MSPB. This policy applies to all legal sesgs contracts under the purview of MSPB effective

on or after October 1, 2010 and all renewals or modifications of existing legal services contracts
under the purview of MSPB effective on or after October 1, 2010.

6.6.1 Consideration Timelines

Any agencydesiring to contract for legal services should ensure that it requests appropriate
approval of such a contract from any required
the Attorney General 6s Offi ce anrthinMSsgBionn n adyv
To the extent legal services are performed under a proposed contract before appropriate approval

is obtained, an agency does so at its own risk that the contract may not be apSeah8. AG
Op.1993-0488, Stringer (July 9, 1993).

Approval requests for contracts with a maximum contract value of more than $100,000.00 that
are received from the Attorney General és Of fi
scheduled MSPB Board meeting will be considered for approval atnmtlmant hds meet i
Contracts received after this deadline that require Board consideration will be considered at the
next mont hés regularly scheduled meeting. A
contract value of $100,000.00 or less will besidered for approval within 15 working days of
receipt from t he At These tineilines Gie ragplicable éat all ties, i c e .
including the end of each fiscal year.

Any request for expedited consideration of a legal services contract must be submitted in writing
to the MSPB Executive Director and must contain a detailed account of the circumstances
justifying the request. The written request must be executed bygbech Head. All such
requests will be considered and granted or denied at the discretion BfSIRB Executive
Director.
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6.6.2 Procedures for Requesting Approval

Prior to requesting MSPBO6s approval ofvala | ega
of the contract from any applicable regul ator
Attorney General 6s Office approves the contra
the contract to MSPB for consideration.

Agencies should ubmit a request for approval of a legal services contract to the Attorney
General 6s Office onl i ne Far the murpasd of tinlkekesSdndAtd RS s
edablish a chain of custody, agencies must utilizelitbgal Services Contract Routing Sheet
throughout the approval process in order for the contract to be considered for approval by MSPB.
(See the form at the end of Chapter Bhe agency must also provide a printed origlhaejuest

for Contract Personnel Services Appro¥arm, executed by all required agency personnel, and

the original proposed legal services contract, executed only by any appropriate agency personnel,
tot he Attorney Qhencentractorosbouldriof execwe the contract until the
contractisapproved by both the Attorney General 6s (
submit through the SPAHRS system a justification of the need for the legal services to be
provided under the contract.

If an agency desires to amend or modify an existing @mediously approved contract, the
agency should submit a request for approval t
SPAHRS system. The agency must also provide a printed origiequest for Contract

Personnel Services Approviabrm, execwgd by all required agency personnel, and a copy of the
executed approved cont r ac tAgdanades should befawareothah ey Ge
MSPB does not have the authority to approve any modification, renewal or extension of an

expired contract.

6.6.3 Contract Format and Required Clauses

All legal services contracts submitted for approval must be effective for a definite term with
maximum period of three years. All such contracts must also contain a maximum expenditure
provision and all clauses neiged by the Department of Finance and Administration for all
service contracts other than thé®PByment clause. Contracts that are effective for more than one
budget appropriations period must contain the following provision:

Availability of Funds. It is expressly understood and agreed that the obligation
of the agency to proceed under this agreement is conditioned upon the
appropriation of funds by the Mississippi State Legislature and the receipt of state
and/or federal funds. If the funds anticipafedthe continuing fulfillment of the
agreement are, at any time, not forthcoming or insufficient, either through the
failure of the federal government to provide funds or of the State of Mississippi to
appropriate funds or discontinuance or materialraiten of the program under
which funds were provided or if funds are not otherwise available to the agency,
the agency shall have the right upon ten (10) working days written notice to the
contractor to terminate this agreement without damage, penadtypcexpenses

to the agency of any kind whatsoevéthe effective date of termination shall be

as specified in the notice of termination.
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Any attorney or law firm providing services under the contract should be identified in the
contract by name and adds. Each contract should also provide a description of the scope of
services to be provided under the contract. Finally, each contract should provide signature space
for any required agency personnel, the contractor, any regulatory board, the Attermeg @ a | 6 s
Office and MSPB.

Agencies utilizing a legal services contract template that has been approved by the Attorney
General 6s Office and MSPB wil |l be presumed t
contract template approved by the Attorney &enal 6 s Of fi ce and MSPB |
http://www.mspb.ms.gov or http://www.ago.state.ms.us/.

6.6.4 Determination

Once a determination has been made by either MSPB 8 $RB Executive Director regarding

an agencyods request f esrcontaapt,ptme covigindl cootfact and thee g a |
original Request for Contract Personnel Services Apprdwatm will be returned to the
requesting agency. MSPB will provide a copy of the proposed contract as approved by MSPB to
the Attorney GEAnd than bé sotified etectronecally thrddgh the SPAHRS
system that the agency has complied with Mississippi Code Annotatedl@4AD5 and that
payment for legal services provided pursuant to the approved contract may be processed. If
approved, the dginal contract should then be finally executed by the contractor. The agency
should provide MSPB with a copy of the contract after it is fully executed.

6.6.5 Termination

Each agency must notify MSPB upon the termination or completion of services ¢oftened
pursuant to the contract terms prior to expiration of the previously approved legal services
contract. The executeRequest for Contract Personnel Services Apprdvalm must be
submitted to MSPB indicating the termination of services pursuanthdo contract and
identifying the effective date of such termination. MSPB will acknowledge the termination of
services by execution of the form and will return the form to the agency for processing.
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SAMPLE ORGANIZATION CHART

Department of Organlization
P g Department of Organization

gency 1010
A\ppog\(t)%%ggflcml Flscal Year 2001

_ Prepared July 1, 2000
X-16g50 EE 0001 Page 1 of 13 pages

Executlve Director

A\uthorlzed A\gency Signature

Exec Agsistant | Secretary /\dmln
000001 0000083
25.2 EA\ 0002 20.8 EA\ 0003
Technlcal A\sst Secretary to Dir
Comptroller I Staff A\ttorney Sr
000002 000004
a29 EA 0005 X-13 325 EA 0004
Budget Offlcer Legal

Public Info Officer
000006
248 EA\ 0006

P10
I |
Bureau Director | Bureau Director | Bureau Director |
100000 200000 300000
429 EA\ 0007 429 EA\ 0008 42.9 E/\ 0009
Research Bureau Technlcal Bureau Records Bureau
Page 2 Page b Page 9
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EXAMPLE OF ORGANIZATIONAL CODING

Ex Dir
000000
tty dm Sec
000001 00010
Inf Off Recpt Sec
000002 000011 000012
I I
Bur Dir Bur Dir
110000 120000
dm Asst Sec Sec ||
10010 110001 120001
Clk Typ Recpt | | [ |
110011 110012 Div DIr | | DIv DIr Div Dir | | Div Dir
121000 122000 123000 124000
[ | | ! '
Div Dir Div Dir Div Dir
111000 112000 113000
Sec Prin Sec
111001 111002
I I I
Branch Branch Branch Branch
111100 111200 111800 111|400
Section
Sectlon Sectlon 111410
111210 111220 I
) Unit
Unit Unit 111411
111211 111212 Multiple
PINs
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Legal Services Contract Routing Sheet

Contract Number: Originating Agency:
Origination Date: Originator:
Agency Desk G: Date In Date Out
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CHAPTER 717 EMPLOYEE RELATIONS
7.1 WORKFORCE DEVELOPMENT

MSPB assists appoing authoi i es i n planning for the agency

offering assistance in the review of organizational design, talent management, and career
development.

The primary emphasis of workforce development is to improve state government services.
Under Mississippi Code Annotated §-29.03(c), MSPB shall admirtisr a state personnel
system to train employees, as needed, to ensure high qualitynpenf®. The gginting
authority may contact the Office of Workforce Development of MSPB to request career
development activities for his or her employees. Such acfivitizy be conducted either in the
MSPB training facility, orsite, or in other designated fatigis.

7.1.1 Training Needs

The MSPB Executive Director shall assess the workforce development needs of the state service
and takenecessary steps to meet those needs consistent with funding and egsoéwc
appointing authoty shall respond to the workforce development needs assessments sent by the
MSPB Workforce Development staff to the agencies.

7.1.2 Development and Coordiation

The MSPB Executive Director shall provide or cooade career development programsgraé

to the administration of the statile personnel system and career development needs generic to
all state agecies, such as supervisory/management skills, interpersonal skills, clerical skills, and
professional development skills.

Registration for career devel opment courses
Learning Management System (MELMS), liak to which is at http://www.mspb.ms.gav
Employees and agencies may also register for career development courses by completing a
registration form, which is also located http://www.mspb.ms.gownder the Office of
Workforce Development.

7.1.3 Interagency Partnerships

The MSPB Executive Director shall encage and, when feasible, coordinate i#gency
partnerships in sharing empky workforce planning and career development activities,
resources, materials, and programs.

7.1.4 Career Development Costs

The MSPB Executive Director may assess M&pBnsored career development course costs to
agencies om percourse basis or a prata share of the cost of career development course basis
depending on the number of an agency's employees whicipete or are scheduled by the
agency to participate.
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7.1.5 Guidelines for Development of Agency Career Develognt Programs
The appointing authority should:
A. Assess the workforce needs of the agency workforce;

B. Develop an agenewide workforce planning policy sing available internal
resoures, caphilities, facilities, and staff to meets&ssed careelevelopment needs
when apprpriate; and

C. Provide specialized career development activities to agency personnel as required to
ensure high qualy performance and to meet agency objectives.

7.1.6 Training Data

The appointing authority shall provide, upaqguest from the MSPB Executive Director, any
career development activity data necessary for compseleerstatewide planning purpess

7.1.7 OutService Career Development

Outservice career development activitieglude formal course work offered by educational
institutions, workshops, conferences, cepedence courses, and semis condued by
profesional, private, or public organizations. Agencies may use facilities and resources of
educational institions and other sources outside state government if suebeotite career
development is used in the appointing authority's discretionoahdto assist employees in
aqquiring the knowledge and skills necessary to perform their tasks more efficientty o
conform to regulaty or professional development requirements. For career development
activities which involve college or graduate credit, refer tdiSed.8.

7.1.8 Liaison with Educational Institutions and State Service Agencies

The MSPB Executive Director may establish a liaison with public and private fiostguof
higher learning, the commugi college system, the Misssippi Ceop and Plaament
Associatian, and state govenment ageaies to maintain a poiraf-contact for partnering efforts.

7.1.9 Internship Programs

The MSPB Executive Director may provide personnel resources to the Board @e$rakthe
Institutions of Higher Learning and to statevéee agencies, and may provide other assistance in
establishing intership programs.

7.2 BENEFITS

Although MSPB develops rules governing the administration of leave benefits, the appointing
authority of each agency may develop internal administrativeeduoes governing the
application of these leave rules. The agency human resources office, payroll office or immediate
supervisors may provide employees with information regarding procedures unique to a specific
agency.
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7.2.1 Work Attendance
Mississippi Code Annotated § 259 8

defines

A w orizds dthee yappoinging d

authority to estdish work schedules which ensure that eachtfale employee works a full

workday.

7.2.2 Holidays

State employees receive regular pay for ten legal holidays and for any other day proclaimed as a
holiday by the Governor of the State of Mississippi or the President of the United States.
Employees who are not in an active pay status on a legal holilapptwoe compensated for the
holiday. Active pay status is defined as either physically working or on paid leave the day of a
legal holiday, the day immediately preceding a legal holiday, or the day immediately following a
legal holiday. Compensationiflegal holidays for paiime employees will be computed on a
pro-rata basis according to hours regularly scheduled to work. The State of Mississippi observes

the following legal holidays:

January 1 New Year 6s Day

The Third Monday of January RobertELeeds Birthda
Dr. Martin Luther

The Third Monday of February Washingtonds Birt

The Last Monday of April Confederate Memorial Day

The Last Monday of May National Memorial Day and
Jefferson Davi so

July 4 Independenc®ay

The First Monday of September Labor Day

November 11 Armi stice or Vete

A day fixed by proclamation by the Governor of
Mississippi as a day of Thanksgiving, which
shall be fixed to correspond to the date
proclaimed by the United States President

Thanksgiving Day

December 25

Christmas Day

In the event any of thedmolidays fall on Saturday or Sunday, then the legal holiday will be

observed the ftdwing Monday.

Except as may be provided in specific agency appropriations bills, when, in the opinion of the
agency, it is essential that a State employee work durirgffiaral State holiday, the employee
shall receive credit for the number of hours actually worked. In addition and in accordance with
specific provisions of an agency's appropriation bill, an agency may require employees in
specific job classes to work an official State holiday and be paid ebdick pay in lieu of

receiving compensatory time credit.
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7.2.3 Employee Work Schedules

A. State law requires that all State offices be available to the public for services from
8:00 a.m. until 5:00 p.m., Monday tugh Friday.

B. MSPB defines a normal work schedule as eight hours per day, forty hours per week,
173.929 hours per month and 2,087 hours per year.

C. Each partime employee will be provided a schedule of working hours.

D. To provide for maximum flexibility in sheduling employees, the appointing
authority may develop modified work schedules providing for flextime or compressed

work schedul es. AFl extimeo is a schedul e
to vary employee arrival and departure times from wokk. Aicompr essed v
schedul eo all ows agency management to sc

requirement in less than the usual five workdays per week.
7.3 LEAVE

Each month State employees earn two types of leave, personal leave and major (sieklical
leave. Employees, including pdmne employees, will be granted leaves of absencéNtor

State Service and for military leave as provided by statute. Employees begin to earn and
accumulate personal and major medical leave on the first workingod@ach month the
employee works or receives paid leave. The appointing authority cannot increase the amount of
personal leave or major medical leave to an employee's credit, and it is unlawful for an
appointing authority to grant personal and major médéave in an amount greater than was
earned and accumulated by the employee -titaet employees are granted leave only during
periods when they are scheduled to work.

7.3.1 Transfer of Leave Between State Agencies

Both major medical and personal leave earned by employees is transferable between any and all
State agencies, junior colleges and senior colleges. However, compensatory leave is not
transferable. Each appointing authority will be furnishestatement of accrued leave when an
employee transfers between agencies.

Upon transfer, leave accrual rates at the receiving agency will reflect total continuous Service.
An employee transferring with a break in service must begin accruing at thestadished for

the new employees. Lump sum payment for accrued personal leave and/or the lapse of one
eighthour workday between theeparatiordate with the original agency and the effective date
with the new agency denote a break in service.
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7.3.2 Pesonal Leave

All full -time employees and appointed officers of the State of Mississippi earn personal leave as

follows:
CONTINUOUS SERVICE ACCRUAL RATE ACCRUAL RATE
(Monthly) (Annually)
1 month to 3 years 12 hours 18 days
37 months to 8 years 14 hours 21days
97 months to 15 years 16 hours 24 days
Over 15 years 18 hours 27 days

Employees begin to earn and accumulate personal leave on the first working day of each month

the employee works or receives paid leave. Personal leave is availabledamthd oy ee 0 s u s €
the first day of the month after the leave is earned. -tiPaet and temporary employees accrue

personal leave on a pro rata basis. There is no limit to the accumulation of personal leave. Full

time employees and appointed officers ware hired after the first of a month, who terminate

before the end of a month, or who are placed on leave without pay for a portion of the month

shall be credited with persahleave for that month on a prata basis.

For the purpose of Mississippi Cednnotated 8§88 23-91 through 253-99, the earned personal
leave of each employee shall be credited monthly after the completion of each calendar month of

sewice.

Employees are encouraged to use earned personal leave for vacations and personal business.
However, all requests for personal leave, except when taken due to an illness, are approved at the
on. Personal or compensatory
requiring absences of one day or less. In addition, accrersdmal or compensatory leave must

be used for the first day of an employee's illness requiring his or her absence of more than one

agencyo6s discreti

day. A workday is defined as eight working hours.

compensatory leave may also be

uged r an

Accrued personal, major medical, or
i I nes s immediatet fanely, e mp | o

including only a spouse, parent, stegrent, sibling, child, stephild, grandchild, grandparent,
sonin-law, daughtein-law, mothefin-law, fatherin-law, brothefin-law or sistetin-law.

A state law aforcement officer who is injured by wound or accident in the line of duty is not
required to use earned personal leave during the period of recovery from such injury.

Upon separatiorof employmenteach employee may be paid for not more than thirty days o
accumulated personal leave. Unused personal leave in excess of thirty days and all unused major
medical leave will be counted as creditable service for the purposes of the retirement system.

For the purpose of computing credit for personal leave, ggutirged officer or employee is not
considered to work more than five days each week. For purposes of calculating the leave accrual
rate for employees, leaves of absence granted by the appointing authority for one year or less are
permitted without forfeihg previously accumulated continuous service. The provisions of this
section do not apply to military leaves of absence.
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The beneficiary of an employee who dies with unused personal leave will receive payment for all
personal leave accumulated but nged by the employee. The beneficiary designated with
PERS will receive these benefits unless another beneficiary has been designated.

Source: Mississippi Code Annotated §293.
7.3.3 Major Medical Leave

All full-time employees and appointed officers of the State of Mississippi accrue major medical
leave as follows:

CONTINUOUS SERVICE '(A\I\/ICO(?]ItQhLIJ;/A)\L RATE '&%ﬁigﬁ&l‘ RATE
1 month to 3 years 8 hours 12 days

37 months to 8 years 7 hours 10.5 days

97 months to 15 years 6 hours 9 days

Over 15 years 5 hours 7.5 days

Employees begin to earn and accumulate major medical leave on the first working day of each
month the employee works or receives paid | ea
the first day of the month after the leave is earned-tPaet andtemporary employees accrue

major medical leave on a pro rata basis. -kEole employees and appointed officers who are

hired after the first of a month, who terminate before the end of a month, or who are placed on
leave without pay for a portion of theomth shall be credited with major medical leave for that

month on a prgata basis. There is no maximum limit to major medical leave accumulation. All
unused major medical leave will be counted as creditable service for the purposes of the
retirement systa.

Major medical leave may be used for the illness or injury of an employee or member of the
employeé immediate family, including only a spouse, parent,-pa@gnt, sibling, child, step

child, grandchild, grandparent, somlaw, daughtein-law, mothe-in-law, fatherin-law,
brotherin-law or sistefin-law. The employee should remember that major medical leave can be
used in this manner only after the employee has used one day of accrued personal or
compensatory leave. In the event that an employeentvasccrued personal or compensatory
leave, the first day of leave must be taken as leave without pay. This is a requirement for each
absence due to iliness.

Major medical leave may be used, without prior use of personal or compensatory leave, to cover
regul arly scheduled visits to a doctorbs of fi
chronic disease, ascertifid i n advance by amea$adeatocaf rmedicine, A Phy
osteopathy, dental medicine, podiatry or chiropractic. Empiyagst remember that the initial

eight hours (one day) of leave relating to the condition must be personal leave, compensatory
leave or leave without pay.
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For each absence due to iliness that requires the employee be absent from work fiovahirty
consective working hours (combined personal, major medical, and compensatory leave), major
medical leave can be authorized only when certified in writing by the attending physician.

An employee may use up to three days of earned major medical leave for eacknoec of

death in the immediate family requiring the employee's absence from work. No qualifying time
or use of personal or compensatory leave will be required prior to use of major medical leave for
this purpose. The immediate family is defined as auspoparent, steparent, sibling, child,
stepchild, grandchild, grandparent, sortlaw, daughtein-law, mothesin-law, fatherin-law,
brotherin-law, or sistefin-law. Child means a biological, adopted or foster child, or a child for
whom the individal stands or stood in loco parentis.

An employee may use up to six weeks of earned major medical leave for the placement with the
employee of a child for adoption or foster care and to care for the newly placed child within one
year of placement.

With appopriate documentation, an employee is entitled to use all accrued major medical leave
for recuperation from illness. In cases of illness or disability exhausting available major medical
leave, the employee may be allowed to charge the excess days agaursulated personal

leave or compensatory time earned by the employee. If all accumulated major medical, personal
leave and compensatory time have been used, employees are subject to a pro rata deduction from
their salaries for the length of time or numloé days in excess of accumulated leave. Family
Medical Leave is also available for qualifying State employees and is described in detail on the
following pages.

A state law enforcement officer who is injured by wound or accident in the line of duty is no
required to use earned major medical leave during the period of recovery from such injury.

Should an employee die having accumulated major medical leave, such leave will be counted as
creditable Service. Employers have no authority to pay an employsesidiary for unused
major medical leave intheemt of asdeampl oyeedd

Source: Mississippi Code Annotat8@5-3-95.
7.3.4 Donated Leave for Catastrophic Injury or lliness

Donatedleave for catastrophic injury or illness shall be administered as provided in Mississippi
Code Annotated 88 2591, 253-93 and 283-95. Those employees who received donated
leave and continued to be eligible to use it as of July 1, 2000, shall bediliowse that leave,
which was donated to them before July 1, 2000.

ACatastrophi c i nj urtlyreatening injuryl on ikness of ameenployse oraa | i f ¢
member of an employeeb6s i mmediate famingy, i nc
child or stepchild, which totally incapacitates the employee from work, as verified by a licensed
physician, and forces the employee to exhaust all leave time earned by that employee, resulting

in the loss of compensation for the employee. Conditibrag are shosterm in nature,

including, but not limited to, common illnesses such as influenza and the measles, and common
injuries are not catastrophic. Chronic illnesses or injuries, such as cancer or major surgery,
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